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You planned to attend a meeting, but didn't participate in it for some reasons. You are writing to 

Mr. Smith. In your letter, you 

 Explain reasons; 

 Suggest solutions to this problem; 

 Apologise for your absence. 

 

 

Dear Mr Smith, 

I am writing with regard to the missing of last week’s meeting that unfortunately I could not be 

present at. 

To be honest, I was in on a business trip prior to our meeting and my returning flight was supposed 

to be one day before the meeting, but by a last-minute announcing I was informed by a last-minute 

announcing that our flight had a delay due to bad/adverse weather conditions, and we had to wait 

until the weather conditions turned for the best. While I was attempting trying to catch a train, I 

realized that all the tickets have had already been sold out and the earliest train to Manchester 

would leave the next morning. I truly had no choice, but to stay one more night there. 

Since this meeting would be was crucially important to for our research progress/possible projects 

and I really need your opinions on several ideasissues, I was wondering whether we can could 

arrange another time to meet in next week. I will be available from Monday to Wednesday from 

between 8 A.M to 17 P.M. and I would really appreciate if you could re-schedule this meeting so 

that we would have the chance to discuss important pending issues as well as the new avenues to 

more future cooperation . 

I am significantly truly sorry for the this inconvenience and thanks thank you for your 

understanding.  and Kindly kindly please ask you to accept my heartfelt apologies. I am aware 

about coming deadlines and I will take the full responsibility of any consequences related to our 

research results and timing table how important is punctuality to you but this problem was 

unforeseen and quite out of my control. 

I am looking forward to meeting you. Please let me know the time and location that is appropriate 

for you. 
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Yours faithfully, 

Reyhane kalantari 

 

You need to have good imagination to make a story and develop it into good sentences. 

You need to read samples to learn language of formal/informal letters. 


