Subject: Request to Reschedule Meeting Appointment
Dear [Recipient's Name],

I hope this email finds you well. [ am writing to inquire about the possibility of rescheduling our upcoming meeting orignally scheduled for [original
date and time]. Unfortunately, due to [briefreason, e.g., a scheduling conflict/umexpected obligation], I will be unable to attend at the previously
agreed time.

I greatly value our discussion and would like to propose rescheduling our meeting to a more convenient time. Please let me know if you are
available on any of the following alternative dates and times:

¢ [Alternative Date and Time 1]
e [Alternative Date and Time 2]
e [Alternative Date and Time 3]

Ifthese options do not suit your schedule, I am willing to adjust and accommodate your availability as best as I can.

I apologize for any inconvenience this may cause and sincerely appreciate your understanding and flexibility. Please let me know your preferred
option, or if there is another suitable time for you.

Thank you in advance for your consideration. I look forward to your response.

Best regards,

[Your Name]

[Your Position, if applicable]

[Your Company/Organization, if applicable]
[Your Contact Information]



