Sample Interview Appointment Cancellation Letter
From

Ms. Veronica Conn

Correspondent and Writer

Social Mirror

34 Sweets Lane

Boston 45779

To

Mr. Norman Director

Child Welfare NGO

56 Unity Square

Boston 24478

Date: 28 May, 2014

Subject: Cancellation of Interview scheduled on 8 Jun, 2014

Dear Mr. Pellet,

I am writing this letter in order to inform you that I am forced to cancel the interview scheduled on 8 Jun, 2014 with you. I would like to express my gratitude for considering my request of interview and granting me your precious time out of your extremely busy schedule.

However, I am unable to make it due to a very important reason. I had approached you for your interview for the new special subscription of Social Mirror that was based on child welfare but we have postponed that issue. The new current case of human trafficking has compelled us to cover this burning issue in our coming issue of Social Mirror.

This is the reason behind my withdrawal of your scheduled interview. I am sure that you will understand the urgency of human trafficking topic. I hope this inconvenience will not affect how you recognize our paper. I will be scheduling an appointment with you to personally apologize for the matter. Thank you for your consideration.

Once again I sincerely appreciate you taking the time out to review my application.

Sincerely,

Veronica Conn

Correspondent and Writer

Social Mirror

