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	[Address of Applicant]


	[Company Name]

[Company Address]

[Contact Number]

[Date]


F.A.O: [Applicant’s Full Name]

RE: Post of [XXXXXX]
Dear [First Name]
Thank you for your interest in the above post. We would like to invite you to an interview at [Time] on [Date] at our [offices/premises] located at [Address including Postcode].

The interview should take no longer than [XXX] minutes. On arrival, please [go to XXX] and ask for [Name].

Please bring with you [Proof of XXX Qualifications / Proof of Right to Work in the UK / Other].

Please do not hesitate to contact me if you have any questions or need any additional information on [Phone No.] or [E-mail].
Yours sincerely
[Signature]
[Name]

[Position]
