Date: [Insert Date]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for not being able to attend the meeting scheduled on [Meeting Date].
Unfortunately, I encountered unexpected technical difficulties that prevented me from joining as planned.

Specifically, [briefly explain the issue, e.g,, my internet connection was unexpectedly disrupted/my computer experienced a hardware malfinction],
and despite my best efforts to resolve the problem in time, I was unable to reconnect before the meeting concluded.

I understand the importance of our meetings and regret any inconvenience or disruption my absence may have caused to you and the rest of the
team. Please know that I am taking steps to address these technical challenges, ncluding [mention any measures, e.g., arranging for backup
connectivity, servicing hardware], to ensure that similar issues do not arise in the future.

I kindly request your understanding regarding this matter and would greatly appreciate the opportunity to reschedule or catch up on the key points
and discussions I missed. Please let me know a convenient time or if there are any materials I should review in preparation.

Thank you for your patience and consideration. I value our collaboration and am committed to ensuring that my future participation is
uninterrupted.

Sincerely,

[Your Name]

[Your Position, if applicable]

[Your Contact Information, if appropriate]



