Professional Email Response

Subject: Re: Meeting Invitation

Dear [Recipient Name],

Thank you for informing us about your unavailability for the meeting scheduled on [Date]. We
understand your commitments and appreciate your prompt communication.

We will share meeting notes and updates with you and look forward to your participation in future
discussions.

Best regards,

[Your Name]

[Company/Organization Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/responding-to-a-declined-invitation




