Apology for Scheduling Issues

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for the scheduling issues
we encountered regarding [specific meeting/event]. | understand that this may have caused
inconvenience, and | truly regret any disruption this may have caused to your plans.

It was never my intention to create confusion or to impact our collaboration negatively. I
appreciate your patience and understanding as we work through these matters.

To avoid such issues in the future, I am looking into [briefly explain measures being taken]. I am
committed to improving our communication and scheduling processes to ensure smoother
experiences moving forward.

Thank you for your understanding, and | hope to regain your trust. Please let me know if we can
reschedule our meeting at a time that works best for you.

Warm regards,
[Your Name]

[Your Position]
[Your Contact Information]



