Subject: Apology for Canceling Our Business
Meeting

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for having to cancel our
scheduled business meeting on [date]. Unfortunately, due to [briefly explain reason, e.g., an
unforeseen circumstance, a scheduling conflict], I will not be able to attend.

| value the opportunity to collaborate with you and regret any inconvenience my cancellation
may have caused. | genuinely appreciate your understanding in this matter.

Please let me know your availability for rescheduling our meeting at your earliest convenience. |
look forward to our discussion and am eager to continue our work together.

Thank you for your understanding.
Warm regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



