SAMPLE COVER LETTER
(TO BE PRINTED ON COMPANY’S LETTERHEAD)
Change where necessary on RED 
Date: 

The Ambassador of Malaysia

Embassy of Malaysia 
(Address of Embassy in source country)
His Excellency,

RE: CANCELLATION LETTER OF WORKERS

With reference of the above, we would like to cancel the following worker visa reference no. KDN/……………………..….. dated …………………. that is not interested to work with our company due to personal reasons. 
	No
	Name
	Passport No.
	Nationality

	1.
	
	
	

	2.
	
	
	


 We would require the cancellation letter to replace for new workers.

Your action and cooperation is highly appreciated.
Thank you.

Yours Truly,

COMPANY NAME

…………………………

Director’s Name

Pengarah Urusan 

