Formal Apology for Absence

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]
[Your Address]

[City, State, Zip Code]

[Recipient's Name]
[Recipient's Position]
[Recipient's Company]
[Recipient's Address]
[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to sincerely apologize for my absence at the strategic meeting held on [Insert Date].
It was an important gathering, and | regret that | could not be present to contribute to the
discussions.

Please understand that my absence was due to [briefly explain reason, e.g., an unforeseen
personal matter or scheduling conflict]. I value the time and effort that you and the team put into
the meeting and | am disappointed to have missed the opportunity to engage with everyone.

| assure you that | am committed to catching up on what was discussed and will follow up with
[mention any plans, e.g., reviewing the meeting notes, reaching out to team members]. Your
insights and decisions from the meeting are important to me, and 1 look forward to being
involved in future discussions.

Once again, | apologize for any inconvenience my absence may have caused, and | appreciate
your understanding.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



