
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the cancellation of our 

upcoming collaborative meeting scheduled for [Date]. Due to [brief reason for cancellation], I 

unfortunately will not be able to participate. 

I understand the importance of our collaboration and am committed to ensuring that we continue 

to make progress despite this setback. I would like to propose rescheduling our meeting at your 

earliest convenience. Please let me know your available times, and I will do my best to 

accommodate. 

Thank you for your understanding and patience. I look forward to reconnecting soon and 

continuing our important work together. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


