
Professional and Official Apology Letter

Subject: Notice of Meeting Rescheduling

Dear [Recipient's Name],

Due to unforeseen circumstances, we are required to reschedule our meeting originally set for

[Original Date and Time]. We sincerely apologize for any inconvenience this may cause.

The meeting has been rescheduled to [New Date and Time]. We appreciate your understanding and

look forward to your participation at the new schedule.

Sincerely,  

[Your Name]  

[Your Position]

Get more templates here: 

https://www.lettersandtemplates.com/letters/apologies-for-rescheduling-the-meeting


