Meeting Acknowledgment Letter

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Address]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally acknowledge that | was unable to
attend the meeting scheduled on [Insert Date] regarding [Insert Topic]. I sincerely apologize for
my absence and any inconvenience it may have caused.

It was important for me to be present, and | regret that | could not participate in the discussions. |
would appreciate it if you could share the minutes of the meeting or any important updates |

missed.

Thank you for your understanding. Please let me know if there is a way | can contribute or catch
up on the topics discussed.

Looking forward to hearing from you.
Best regards,

[Your Name]

[Your Position]

[Your Company/Organization Name]

[Your Contact Information]



