
Professional Meeting Cancellation Email

Subject: Meeting Cancellation Due to Schedule Conflict

Dear [Recipient Name],

I hope this message finds you well. I regret to inform you that I will not be able to attend our

scheduled meeting on [Date] at [Time] due to a conflict in my schedule.

I apologize for any inconvenience this may cause and would like to propose rescheduling at your

earliest convenience. Please let me know a suitable time for you.

Thank you for your understanding.

Best regards,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/cancel-meeting-due-to-conflict


