Heartfelt Meeting Cancellation Letter

Subject: Deepest Apologies for Meeting Cancellation

Dear [Recipient Name],

| am truly sorry to inform you that | must cancel our important meeting scheduled for [Date]. |
understand the effort and time you have invested in preparing, and | deeply regret any
inconvenience caused.

| hope we can arrange a new date that works for both of us. Your patience and understanding are
greatly appreciated.

Sincerely,

[Your Name]
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