Quick Apology for Missing a Meeting
Subject: Apology for Missing Our Meeting

Dear [Employee Name],

| want to apologize for not attending our scheduled meeting earlier today. | know your time is
valuable, and | regret any inconvenience my absence may have caused.

Please let me know a time that works for you to reschedule. | appreciate your understanding and
flexibility.

Best regards,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/apology-letter-to-employee




