Dear [NAME],
Thank-you for inviting me to the [NAME OF THE MEETING] on [DATE]. Indeed, I would love to come. However, due to  [SOME SOLID REASON] (ex. I have other commitments that I need to address on that day). I am sorry, therefore, I won’t be able to attend the meeting. I would love to know what I missed if you can send a summary of the meeting to me over an email.
[STATE WHEN YOU NEXT EXPECT TO SEE THE RECIPIENT ex. I look forward, nonetheless, to our lunch meeting on 21st of this month.]
Best Regards,
[YOUR NAME]

