
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the need to reschedule 

our upcoming meeting originally planned for [Original Date and Time]. Due to [Reason for 

Rescheduling], I am unable to attend at that time. 

I understand the importance of this meeting and regret any inconvenience this change may cause. 

I would greatly appreciate it if we could find a new time to meet. I am available on [Proposed 

Dates and Times] and hope one of these options works for you. 

Thank you for your understanding and flexibility. I look forward to our conversation and 

appreciate your patience in this matter. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


