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Letter 
[Applicant’s Name]
[Applicant’s Address]
[Postcode]

Dear [Applicant’s Name],

Subject: Withdrawal of Job Offer

I hope this message finds you well.

We are writing to follow up on our previous letter dated [date], in which we extended a provisional offer for the role of [Job Title]. 

This offer was contingent upon receiving satisfactory references from two of your most recent employers.

We have now received responses from your referees. 

Unfortunately, [one of the references was/the references were] not satisfactory. 

As a result, we have no choice but to withdraw our offer of employment with immediate effect.

[Alternatively, you may include this paragraph if applicable: We allowed you to commence employment with us prior to obtaining the references. However, as we discussed earlier, we have regrettably received [a reference that is/references that are] not satisfactory, leading us to withdraw our offer of employment with immediate effect.]

We are truly sorry that we are unable to move forward with your employment in this role and wish you all the best in your future endeavours.

Yours sincerely,
[Your Name]
[Your Job Title]
[Your Organisation]
[Contact Information]


