[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Title]

[Organization's Name]

[Organization's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to express my sincere regret for being unable to
participate in [event or occasion] scheduled for [date]. Unfortunately, due to [reason for inability

to participate], I will not be able to attend.

| was looking forward to this event and am disappointed to miss the opportunity to engage with
everyone. | hope it will be a great success and | look forward to hearing all about it afterward.

Thank you for your understanding. I hope to be able to participate in future events.
Best regards,

[Your Name]



