
Apology Letter for Not Being Able to Attend Zoom Meeting
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for not being able to attend the Zoom meeting scheduled on [Date and
Time]. Unfortunately, due to [briefly state reason, e.g., an unexpected personal matter/conflicting commitment], I was unable to join the session.

I understand the importance of the meeting and regret any inconvenience my absence may have caused to you and the team. Please rest assured
that I will review the meeting notes and follow up as needed to stay updated on all discussed topics.

If there is anything specific I missed or actions required from my end, please let me know. I appreciate your understanding and flexibility in this
matter.

Thank you for your consideration.

Sincerely,
[Your Name]
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