Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to express my regret for not being able to attend
[Event Name] scheduled on [Event Date] due to a scheduling conflict. It is disappointing for me
to miss this opportunity.

| truly value [mention any relevant aspect related to the event], and | hope to participate in future
events. Thank you for your understanding, and I look forward to [mention any future
communication or meeting].

Warm regards,

[Your Name]



