
Meeting Cancelled Due to Unavailability Letter Template

[Your Name]

[Your Title/Position]

[Your Company/Organization]

[Your Address]

[City, State, Zip Code]

[Date]

[Recipient's Name]

[Recipient's Title/Position]

[Recipient's Company/Organization]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to inform you that, unfortunately, we must cancel the

upcoming meeting scheduled for [meeting date and time]. I sincerely apologize for any

inconvenience this may cause.

The reason for the cancellation is the unavailability of some essential participants, whose presence

is crucial for making the meeting productive and meaningful. Despite our best efforts to arrange a

suitable time for all attendees, unforeseen circumstances have arisen that prevent key individuals

from being able to attend.

We understand the importance of the matters that were to be discussed during the meeting and

assure you that we will take necessary measures to reschedule it at the earliest convenient date for

all participants. Rest assured that your time and commitment are highly valued, and we are

committed to ensuring that all relevant parties can contribute to the discussion.

Once we have confirmed a new meeting date and time, we will promptly send out updated

invitations to all attendees, along with the agenda and any supporting materials. We ask for your



understanding and cooperation during this process, as we work diligently to organize a productive

and successful meeting.

If you have any urgent matters that require immediate attention or any specific concerns related to

the cancellation, please do not hesitate to reach out to me directly at [Your Phone Number] or [Your

Email Address]. I will be more than happy to assist you in any way possible.

Again, I apologize for any inconvenience this cancellation may cause and appreciate your

understanding. Thank you for your cooperation and continued support.

Sincerely,

[Your Name]

[Your Title/Position]

[Your Company/Organization]

[Your Email Address]

[Your Phone Number]


