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[bookmark: _GoBack]Dear Recipient Name:
I regret to inform you that we will not be able to hold our meeting tomorrow. My uncle passed away this morning and I have to attend his funeral and interment tomorrow. 
I am deeply apologetic to you for the inconvenience. I will get back to you the day after tomorrow to reschedule our meeting. 
I shall be grateful for your understanding and cooperation.  
 Sincerely,
Your Name
Enclosure
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