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Invite to interview
[insert name]
[insert address line 1]
[insert address line 2]
[insert address line 3]
[insert address line 4]
[insert postcode]          [insert date]
Dear [insert name],
Interview for the role of [insert job title]
Following our [insert "phone call" or "email"], we are pleased to invite you to an interview for this role.
Your interview will last about [insert duration, e.g. 45 minutes]. Please allow up to [insert total time, e.g. 1 hour] in total.
Interview details
	Date
	[insert date]

	Time
	[insert time]

	Location
	[insert location, or for an online interview: "Join the meeting at [time] using this link: [insert link]"]

	Interviewers
	[insert interviewer names]


What to bring
Please bring proof of your identity and your right to work in the UK, for example a passport. We will photocopy this and give it back to you at the interview.
A map is attached to this letter. You may also want to look at our website at [insert website address].
Your information
We follow the General Data Protection Regulation (2018). You can read our privacy notice, which explains how we look after your information, at [insert link to privacy notice].
Adjustments
We want every candidate to have a fair chance to show their skills. Please tell us if you need any adjustments for your interview. Contact us to discuss what you need. Where we can, we will provide access, equipment or other support so that disabled candidates can compete on equal terms.
What you need to do
Please confirm you will attend by emailing [insert email address] or calling [insert name] on [insert phone number].
We look forward to meeting you on [insert date].
Yours sincerely,
[insert name]
[insert role title]
[insert company]


For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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