Apology Letter

Date: [Insert Date]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my inability to meet
on [insert date] as originally planned. Unfortunately, due to [brief explanation of the
circumstances], | was unable to attend.

| understand the importance of our meeting and regret any inconvenience my absence may have
caused. | value your time and am committed to ensuring that we can connect in the near future to

discuss [insert topic or agenda].

Please let me know your availability for rescheduling, as | am eager to make it up to you and
continue our discussion.

Thank you for your understanding. I look forward to hearing from you soon.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



