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[bookmark: _Hlk210738952][Date]
[bookmark: _Hlk210738375]Letter 
[Applicant’s Name]
[Applicant’s Address]
[Postcode]

Dear [Applicant's Name],

Thank you for your recent application for the [role] position. 

We are delighted to invite you to join an online meeting at [time] by clicking the link to the [details of video conferencing platform being used], which we will send to you via email shortly.

During the interview, you will be asked to complete a series of online tests followed by a formal interview. 

Please note that the interviewers’ questions will be pre-recorded to ensure a consistent experience for all applicants.

Alternatively, we may call you at the home phone or mobile number you provided at [time].

You will participate in two interviews: one with [relevant manager/relevant individual] and the second with an appointments panel comprising [individuals]. 

We anticipate that the remote interview process will last no longer than [hours].

Action Required:

Please contact [name of individual/email address] to confirm your attendance. 

Additionally, let us know if you require any accommodations for your remote interview due to a disability.

If applicable, kindly send copies of [any documentation that is required at this stage] to [name of individual] via email by [time] on [date].

If you have any questions about the remote interview process, please feel free to reach out to [name of individual] at [contact number/email address].

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

Yours sincerely,

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