
Interview Cancellation Letter 

Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inform you that, due to personal reasons, I 

must unfortunately cancel our scheduled interview on [Date] for the [Job Title] position. 

I sincerely apologize for any inconvenience this may cause, and I appreciate your understanding 

in this matter. I hold [Company Name] in high regard and hope to have the opportunity to 

connect in the future. 

Thank you for your understanding. 

Best regards, 

[Your Name] 


