Date: [Insert Date]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Company Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my absence at the
meeting scheduled on [insert date] regarding [insert meeting topic]. Unfortunately, [brief
explanation for absence, e.g., unforeseen circumstances, prior commitment, etc.].

| understand the importance of this meeting and regret any inconvenience my absence may have
caused. | value our collaboration and would appreciate any updates discussed during the
meeting. If possible, 1 would like to schedule a time to discuss the key takeaways and next steps

at your convenience.

Thank you for your understanding. I look forward to continuing our partnership and contributing
positively in future engagements.

Sincerely,

[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



