Letter of Apology for Meeting Cancellation

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]. Unfortunately, due to unforeseen
circumstances, | am unable to attend.

| value our time and discussions highly, and it is regrettable that | must postpone this meeting. |
assure you that this decision was not made lightly, and I am committed to rescheduling at a time
that is convenient for you.

Please let me know your availability for the coming days, as | would like to ensure that we can
connect soon.

Thank you for your understanding and patience in this matter. I look forward to our
conversation.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



