SOP Template: Procedures for Cancellation or
Rescheduling

This SOP details procedures for cancellation or rescheduling of appointments, meetings, or events, including
notification protocols, approval requirements, communication guidelines, and documentation processes. The objective
is to ensure clear, consistent, and timely handling of cancellations or rescheduling requests to maintain organizational
efficiency and stakeholder satisfaction.

1. Purpose

To outline standardized procedures for cancelling or rescheduling appointments, meetings, or events within the
organization.

2. Scope

This SOP applies to all staff, departments, and relevant stakeholders who schedule or coordinate appointments,
meetings, or organizational events.

3. Definitions

¢ Cancellation: The act of calling off a previously scheduled appointment, meeting, or event.
¢ Rescheduling: Changing the date and/or time of a previously scheduled appointment, meeting, or event.
¢ Stakeholder: Any individual, group, or organization affected by the appointment, meeting, or event.

4. Procedures

1. Initiating Request
o The requester submits a cancellation or rescheduling request via approved channels (e.g., email,
scheduling system, internal portal).
o Requests should be made as soon as the need for cancellation or rescheduling is identified.
2. Approval Requirement
o Determine if approval is necessary under departmental policy (e.g., for client-facing meetings or large
events).
o Obtain required approval from immediate supervisor, department head, or relevant authority.
3. Notification Protocol
o Notify all stakeholders as soon as possible, preferably at least 24 hours in advance for routine
matters or as contractually required for major events.
o Notifications should include the reason for cancellation/rescheduling and, if applicable, proposed new
dates/times.
4. Communication Guidelines
o Utilize approved communication channels (e.g., email, phone, calendar invitations).
o Message template suggestions (see below) should be followed for consistency and professionalism.
5. Documentation Process
o Record all cancellations and rescheduling actions in the appropriate system or log, noting date, time,
reason, actions taken, and persons notified.
o Maintain records as per organizational retention policies.

5. Sample Notification Templates

Situation Sample Message
Dear [Recipient],

We regret to inform you that the [appointment/meeting/event] scheduled for [date and time] has been
Cancellation  cancelled due to [reason]. We apologize for any inconvenience and appreciate your understanding.

Sincerely,
[Your Name / Department]



Dear [Recipient],

Please note that the [appointment/meeting/event] originally planned for [original date and time] has
been rescheduled to [new date and time] due to [reason]. Kindly confirm your availability for the new

Rescheduling schedule

Thank you,
[Your Name / Department]

6. Responsibilities
¢ Requester: Initiate request, provide required details, and follow up as necessary.

¢ Approver: Review requests and grant approval where applicable.
¢ Coordinator/Administrator: Ensure notifications are sent, records are maintained, and relevant

calendars/systems are updated.

7. Records and Documentation

¢ Document all actions taken in relation to the cancellation or rescheduling.
¢ Retain correspondence and notifications as per organizational policy.

8. Review and Policy Management

¢ This SOP should be reviewed annually or as needed to ensure continued effectiveness and relevance.
¢ Updates should be communicated to all relevant personnel.
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