[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inform you that, unfortunately, I will not be
able to attend the [name of the event] scheduled for [date of the event] due to [brief reason for
your inability to attend].

| regret missing this opportunity and any related discussions. Please keep me informed of any
important updates or decisions made during the event, as | would like to stay engaged with our
team's progress.

Thank you for your understanding. | look forward to connecting soon.

Sincerely,

[Your Name]

[Your Job Title]

[Your Company/Organization Name]



