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Interview Cancellation Due to Scheduling Conflicts

Subject: Update on Your Scheduled Interview
Hi [Candidate's Namel,

| hope this message finds you well. | wanted to inform you that due to an unexpected
scheduling conflict, we need to reschedule your upcoming interview originally set for

[Original Date and Timel.

We apologize for any inconvenience this may cause and appreciate your understanding.
Please let us know your availability over the next few days, and we'll do our best to

accommodate.
Thank you for your patience and flexibility. We look forward to speaking with you soon.
Best regards,

Your Name]
Your Position]

Company Name]

[
[
[
[

Contact Information]

Interview Cancellation Due to Internal Changes

Subject: Update on Your Interview Schedule
Dear [Candidate's Namel,

| hope this message finds you well. | am writing to inform you that due to recent changes
within our organization, we need to cancel your upcoming interview scheduled for [Date]

at [Timel.

We apologize for any inconvenience this may cause and appreciate your understanding.
We are currently reevaluating our hiring needs and will reach out to you if a new

opportunity arises that aligns with your skills and experience.

Thank you for your interest in joining [Company Name]. We wish you all the best in your

job search and future endeavors.
Warm regards,

Your Name]
Your Position]

Company Name]

[
[
[
[

Contact Information]

Interview Cancellation Due to Position Being Filled

Subject: Update on Your Interview Schedule
Hi [Candidate's Namel,

| hope this message finds you well. | am writing to inform you that the position you applied

for has been filled. As a result, we need to cancel your upcoming interview.

We appreciate the time and effort you invested in the application process and apologize
for any inconvenience this may cause. We were impressed with your qualifications and

would like to keep your resume on file for future opportunities.

Thank you for your understanding and interest in joining our team. Please feel free to

reach out if you have any questions or would like feedback on your application.
Wishing you the best in your job search.
Warm regards,

Your Name]
Your Position]

Company Name]

[
[
[
[

Contact Information]

Interview Cancellation Due to Role Reevaluation

Subject: Interview Cancellation - [Job Title] at [Company Name]
Dear [Candidate Namel,
| hope this email finds you well.

I'm writing to inform you that we need to cancel your upcoming interview for the [Job

Title] position, scheduled for [Date and Timel.

We're currently reevaluating the requirements and scope of this role to ensure it aligns
perfectly with our team's needs and company goals. This means we're temporarily putting

the hiring process on hold.

We understand this may be disappointing, and we sincerely apologize for any
inconvenience this may cause. We value your interest in [Company Name] and appreciate

the time and effort you've invested in the application process.

We will keep you updated on the status of the [Job Title] position. Once the reevaluation is

complete, we'll be in touch to let you know if we'll be proceeding with the search.
In the meantime, please feel free to reach out if you have any questions.
Thank you for your understanding.

Sincerely,



