
Apology Letter for Phone Unavailability 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for not being available on 

the phone when you attempted to reach me. I truly value our communication and regret any 

inconvenience my unavailability may have caused. 

Due to [brief explanation of the reason, e.g., unexpected circumstances, a meeting, etc.], I was 

unable to answer your call. Please know that it was not my intention to disregard your attempts 

to contact me. 

I appreciate your understanding and patience in this matter. I am available at your convenience to 

discuss any important matters or questions you may have. Please feel free to reach out to me at 

[your phone number] or [your email]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


