
Delayed Arrival Notification 

Dear Team, 

I hope this message finds you well. I wanted to inform you that I am experiencing a delay in my 

arrival today due to unforeseen circumstances. 

I expect to arrive at the office by [insert time]. In the meantime, I will be reachable via email or 

phone if you need to discuss anything urgently. 

Thank you for your understanding. 

Best regards, 

[Your Name] 


