[Company Logo]   [Company Name]
INTERVIEW CANCELLATION EMAIL
Subject: Cancellation of your interview for [Designation] on [Date]
Dear [Candidate Name],
Thank you for your interest in the [Designation] role at [Company Name] and for making time for the interview scheduled on [Date] at [Time].
We regret to inform you that we need to cancel this interview because [the position has now been filled / the requirement has been put on hold following an internal review / the role has been closed due to a change in business plans]. This decision is not a reflection of your profile or experience.
We sincerely apologise for any inconvenience this may cause, especially if you had already arranged leave or travel. If you have incurred travel costs for this interview, please share the bills with us at [Email] and we will process reimbursement as per our policy.
With your consent, we would like to keep your profile on file and reach out when a suitable opportunity opens up. If you would prefer us not to retain your details, simply reply to let us know.
Thank you for your understanding.

Warm regards,
[HR Name]
[Designation]
[Company Name]
[Phone Number]
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