
Meeting Cancellation Notice 

Dear Team, 

We regret to inform you that the meeting scheduled for [Date] at [Time] has been cancelled due 

to team availability issues. 

We apologize for any inconvenience this may cause and will work to reschedule the meeting at a 

later date. 

Thank you for your understanding. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


