Dear [Recipient's Name],

| hope this message finds you well. | am writing to sincerely apologize for my absence at the
meeting scheduled on [date]. It was truly an important occasion, and | regret not being able to
attend.

Unfortunately, [brief explanation of reason for absence], which prevented me from being there. |
understand the value of our discussions, and | regret missing the opportunity to contribute and
connect with you and the team.

| genuinely appreciate your understanding, and | would love the chance to reconnect and discuss
the key points that were covered. Please let me know if we could schedule a time that works for
you in the coming days.

Thank you for your understanding, and | look forward to hearing from you soon.

Warm regards,

[Your Name]

[Your Position]

[Your Contact Information]



