
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally acknowledge that I was unable to 

meet the scheduled date of [original date] for [mention the purpose/meeting/event]. I sincerely 

apologize for any inconvenience this may have caused. 

Due to [briefly explain reason for missing the date], I was unable to fulfill my commitment. I 

take this matter seriously and assure you that it was not my intention to neglect our agreement. 

To rectify this situation, I would like to propose rescheduling to a later date that is convenient for 

you. Please let me know your availability, and I will do my best to accommodate. 

Thank you for your understanding and patience regarding this matter. I look forward to your 

response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


