
Apology for Pulling Out of Conference Call 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Apology for Missing Conference Call 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for my unexpected 

departure during the conference call on [Insert Date]. 

Unfortunately, I encountered an unforeseen circumstance that required my immediate attention. I 

regret not being able to inform you and the team beforehand. 

I value our discussions and the opportunity to collaborate with all of you. I assure you that this 

was not my intention, and I will make every effort to stay engaged in future meetings. 

Thank you for your understanding, and I look forward to catching up on what I missed. 

Best regards, 

[Your Name] 

[Your Contact Information] 


