
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere regret for not being able 

to attend the business meeting held on [Insert Date of Meeting]. Unfortunately, [brief reason for 

absence, e.g., an unforeseen personal obligation, an illness, etc.] prevented me from 

participating. 

I value the insights and discussions that take place during these meetings, and I am disappointed 

to have missed the opportunity to contribute and collaborate with the team. 

If possible, I would greatly appreciate it if you could share the key points discussed and any 

action items that I should be aware of. I am eager to stay informed and involved in our ongoing 

projects. 

Thank you for your understanding. I look forward to reconnecting soon and contributing to our 

next meeting. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


