Reschedule interview with candidate’s email template


[bookmark: _GoBack]Subject line: Rescheduling your Interview at [Company Name] for the [Job Title] position
Dear [Candidate Name]/Hi [Candidate Name],
I’m writing to inform you that, unfortunately, we will need to reschedule our interview for the open [Job Title] position that we had set up for [Date and Time of Interview, eg. August 29th at 11:15 a.m.].
[Briefly discuss why you need to reschedule, eg. Due to a serious family illness, our hiring manager [Hiring Manager Name] will be unavailable for some time.]
[Suggest a possible date and time for the interview, or let the candidate know when they will hear back from you, eg. As we are currently unaware when our hiring manager will be back to work, I am unable to suggest a possible date and time for your interview. We expect to hear back from her in the next few days, and I will reach out to you personally with the updated information so that we can select a date and time for you to come into the office.]
Please accept my sincerest apologies for the delay and any inconvenience. If you have any questions at all, don’t hesitate to reach out to me via [email/phone].
Thank you for your patience,
[Your name]
[Email signature and contact information]

