
Casual message for smaller or internal tenders

Subject: Tender Update

    Hi [Recipient's Name],

    Just letting you know that the tender we released on [Date] (No. [Tender Number]) is cancelled.  

    We're reviewing our requirements and will update you soon if we plan to issue a new tender.  

    Thanks for your understanding.

    Cheers,

    [Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/tender-cancellation-letter


