[Full Name]

[Street Address]

[City, State, Zip Code]

[Contact Numbers][Email Address]

[Date]

[Full Name]

[Job Titie]

[Company Name]
[Street Address]
[City, State, Zip Code]

Dear Mr./Ms./Mrs. [Last Name],

hrclub

| am writing to inform you that | will not be able to come to my scheduled interview appointment on
[date] at [time). Regrettably, a conflict came up on my schedule, and | left with no choice but to

postpone my Interview appointment with you.

In this regard, | would like to request to have my Interview appointment be rescheduled on another
date and time most convenient for you. | sincerely apologize for any inconvenience this may have

caused in your end.

Thank you for your consideration on this matter,

Very truly yours,

[Name and signature]



