

[bookmark: _Hlk210737359][bookmark: _Hlk210737360][bookmark: _Hlk210737819][Insert Logo Here]

[bookmark: _Hlk210737806][Date]
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 an interview scheduled to take place at [place] on [date] at [time].

Upon your arrival, please report to [the main reception] and ask for [name of individual].

Here’s what you can expect during your visit:

· Tour of the Facilities: We will provide you with a brief tour of our organisation’s premises.

· Meet the Team: You will have the chance to meet informally with members of the [department/team] you may join if selected.

· Assessment and Interviews: You will participate in several assessments, followed by a formal interview. This will include two interviews: one with [relevant manager/relevant individual] and another with an appointments panel consisting of [individuals].

We expect your visit to conclude by [time]. 

If you are unable to attend for whatever reason, please contact [name of individual] at [contact number] as soon as possible so we can make alternative arrangements. 

Action Required:

Please contact [name of individual/email address] via phone or email to confirm your attendance at the interview. 

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

[Please also remember to bring [any documentation that is required at this stage].]

We have enclosed a claim form for interview expenses, which includes the rates for reimbursement.

Yours sincerely,

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



