
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere regret for not being able 

to attend the scheduled meeting on [insert date and time] regarding [insert meeting topic]. 

Unfortunately, due to [brief explanation of circumstances, e.g., unforeseen circumstances, a prior 

commitment], I was unable to participate. I understand the importance of the meeting and the 

discussions that took place. 

I value the opportunity to collaborate and would appreciate any notes or outcomes from the 

meeting. Please let me know if we can schedule a follow-up conversation at your convenience to 

discuss what I missed. 

Thank you for your understanding, and I apologize for any inconvenience caused. I look forward 

to reconnecting soon. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


