Postpone Meeting Due to Current Business Commitments [Replace title with letterhead]
Dear _________________: [title and name of addressee/group]
  

As you know, we had scheduled a meeting for next _________________ [day] at _________________ [time]. The purpose of the meeting was to _________________ [purpose of intended meeting]. Unfortunately, I have to postpone that meeting. 

  

At the moment, we are so involved in the current organizational changes that I regret these other issues will have to take a backseat until a later date. 

  

I will call you in _________________ [duration of period]. It is my hope by that time I will have resolved these currently pressing issues and will be able to make a decision on the topics you wanted to discuss. 

  

Thank you for your patience. 

  

Sincerely, 

  

  

  

_________________ [title and name]
_________________ [signature]
