DATE: [DATE]
[Company Name]
[Address, City, STATE, Zip]
[Website]
[Contact]
To
[The Recipient Name]
[Designation]
Subject: Apology for missing meeting due to sickness
Dear Sir,
I, Johnson, want to express my feelings of sorry and submit my apology for not being able to attend the meeting which was held on [date]. I can understand the level of inconvenience you may have faced due to my absence from the meeting, but I was not intended to leave this meeting intentionally. I knew the importance it was carrying for my career but due to unavoidable circumstances, I had to skip it.
Just a night before the meeting I had a severe attack of food poisoning. It was so sudden and acute that I was brought to the hospital with the help of my neighbor. The hospital started my treatment and kept me under observation for the whole night. Facing that panic, I had completely forgotten that I had to attend and lead an important meeting. The irony of fate was that I was not able to inform you about the situation because of my sickness. I had never thought of missing such an important meeting as you may have noticed how enthusiastically I was making all the arrangements for that meeting but I could not make that happen which was a painful thing for me.
I have attached all the relevant documents with this letter including doctor’s recommendations and detailed hospital discharge instructions for the patients as proof of my statement. At the same time, I request you to accept my apology and give me another chance to attend the meeting for the next time. Thanking you in anticipation for understanding my problem.
Yours affectionately,
[XYZ]
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