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[Date]
Sent By Email

Dear [Applicant's Name],

Subject: Invitation to Second In Person Interview
[bookmark: _Hlk210738114]
Following your initial interview on [date] regarding the [role] position, we are thrilled to invite you to a second interview, which will take place [at place on [date] at [time].

Upon your arrival, please check in at [the main reception] and ask for [name of individual].

You will be required to undertake several tests followed by formal interviews: one with [relevant manager/relevant individual] and another with an appointments panel comprising [individuals].

We expect you will be able to depart by [time]. Lunch will be provided, so please let us know if you have any dietary requirements.

If you cannot attend the interview for whatever reason, please reach out to [name of individual] at [contact number] as soon as possible to discuss alternative arrangements. 

Action Required

Please confirm your attendance by contacting [name of individual/email address]. 

Additionally, inform us if you require any special arrangements due to a disability.

[Bring any documentation needed at this stage.] 

[I have enclosed a claim form for interview expenses, detailing the reimbursement rates.]

We look forward to [seeing you/speaking with you] again!

Yours sincerely,

[Your Name]
[Your Position]
[Your Organisation]
[Contact Information]
