
HOW TO WRITE A LETTER OF APOLOGY FOR MISSING A MEETING

Sample letters to apologize for missing or being late to a meeting or appointment.

You want to say sorry about these situations and salvage your relationship, so an apology letter is the greatest
way to do this. From now on, I will check my calendar first thing in the morning. Somehow, I thought the
meeting was at 11 a. My sincere thanks for your patience and consideration. How you found our meeting
productive. Begin by stating the objective of your letter. Sample Letter 4 Copied! I realize that I missed an
opportunity to give my report. I fully support the division's initiatives and want to do my best to contribute to
them. A great apology letter can repair your reputation and strengthen your connections. Meeting with you
means a great deal to me, and I assure you, this will not happen again. It might be that you have wronged a
client or a customer, a professional situation in the workplace has not turned out as you expected, or you have
done something terrible to your friend. I made desperate efforts to make it in time for attending the meeting at
the slated hours, in vain. I had been looking forward to our meeting today, but when I rechecked my calendar I
discovered that the meeting was, in fact, scheduled for yesterday. Thanking you, in anticipation. End the letter
with a positive remark or a statement of encouragement. I had no idea we would be held up in the holiday
traffic for so long. Simply put, apology letters are a way of putting down in words how you feel about a
negative action and trying to make a positive impact on it. In this unfortunate backdrop, I take this opportunity
to express my written apology and regrets, belatedly though, with a kind request to accept my sincere
apologies. However, on the day I was supposed to be present in your office, I had some torrid time in store.
Ever since we agreed to hold the meeting, I have looked forward to exchanging ideas and deciding on a plan
of action. I have resisted buying a cellular phone, but today's frustration has convinced me that I must get one.


