To
[The Recipient]
[Business Name]
[Address]
I [title] [name] from [organization name] am writing to you about the meeting we had on [date]. In our meeting, I had told you that Mr. [name] from our [department name] would be visiting you on [date]. I am sorry as I did not check Mr. [name]’s schedule first so I ended up giving you incorrect information. He would be able to visit you earliest by [date] and any progress on the [project name] can only be made after his visit when he submits his report.
I apologize for the inconvenience I might have caused unintentionally and hope this hasn’t caused you undue stress. For further quarries, please call Mr. [name] at [phone number] or email at [email address].
Yours sincerely,
[Title][Name]
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