
Subject: Apology for Appointment 

Cancellation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for having to cancel our 

planned meeting at the upcoming networking event on [Event Date]. Unfortunately, due to 

unforeseen circumstances, I will not be able to attend. 

I understand that your time is valuable, and I am truly sorry for any inconvenience this may 

cause. I was looking forward to exchanging ideas and connecting with you. 

If possible, I would love to reschedule our meeting at a later date when it is convenient for you. 

Please let me know your availability. 

Thank you for your understanding, and I hope to connect soon. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


