Subject: Apology for Cancelling Our Meeting
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for the cancellation of our
meeting originally scheduled for [date and time]. | understand how important this meeting was
for discussing [specific topics or projects], and | regret any inconvenience my cancellation may
have caused you and your team.

Due to [brief reason for cancellation], | was unable to attend. | value our collaboration and
recognize the significance of the discussions we were to have. Please rest assured that | remain
committed to our goals and wish to reschedule at your earliest convenience.

Thank you for your understanding. | look forward to connecting soon to continue our important
dialogue.

Warm regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



