16 January 20XX
Russell Elf
Manager XYZ Organization
Valley Stream, 000
Hello Russell, 
I am Alexander Melon the manager of XYZ Company. My secretary just told me yesterday that I have a meeting with you regarding our upcoming projects on the 22nd of this month. I am so sorry to inform you that I would not be available that day for a meeting because I have to go on tour with my family. It was a sudden plan of my family and for me, they are the foremost priority so I could not resist.
I hope that you will understand the situation. As soon as I come back from the tour, I will inform you to reschedule the meeting. I will send you all my plans regarding changing the meeting and what we have to discuss in our meeting, via email. If you have any new ideas and plans you can write them down and we can go through them. I hope that I will come back in the next ten or twelve days and after coming to the first thing that I would do is to inform you. Anything which you want to ask from me you can contact me on this number [X]. See you soon!
Regards,
Alexander Melon
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