
Bid Cancellation Letter Sample

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Subject: Bid Cancellation Notice - [Project/Contract Name]

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to officially inform you that we are canceling our bid for

the [Project/Contract Name] that was submitted on [Bid Submission Date]. After careful

consideration and evaluation of our current business priorities and resources, we have regrettably

concluded that we are unable to proceed with this bid.

We sincerely apologize for any inconvenience this cancellation may cause, and we highly value the

time and effort you have invested in reviewing our proposal. Please be assured that this decision

was not taken lightly, and we explored all available options before arriving at this conclusion.

Our decision to cancel the bid is based solely on internal factors, and it should not reflect upon the

merit of your organization or the project itself. We recognize the importance of the [Project/Contract

Name], and we have the utmost respect for your company and its capabilities.

In the future, should opportunities arise that align more closely with our organizational goals and

capacities, we would be delighted to participate in bids with your esteemed organization once again.



We kindly request that you acknowledge the cancellation of our bid formally and remove us from any

further consideration regarding the [Project/Contract Name]. Additionally, we ask you to return any

bid-related documents or materials that were provided during the bid process.

Thank you for your understanding and cooperation in this matter. We look forward to the possibility

of working together on future endeavors. If you have any questions or require further information,

please do not hesitate to contact us at [Your Phone Number] or [Your Email Address].

Once again, we apologize for any inconvenience caused and appreciate your understanding.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]


