
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for missing our important 

meeting on [Date]. It was entirely unintentional, and I deeply regret any inconvenience my 

absence may have caused. 

In preparation for our discussion, I had been looking forward to exchanging ideas and insights. I 

understand the value of your time and I take full responsibility for not being present. Please rest 

assured, this is not a reflection of my respect for you and our collaboration. 

I would like to propose rescheduling our meeting at your earliest convenience. I am eager to 

reconnect and catch up on what I missed, and to ensure we are aligned moving forward. 

Thank you for your understanding, and I appreciate your patience in this matter. I look forward 

to hearing from you soon. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


