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Dear <Applicant’s Name>,

<Insert Position Title>

Thank you for applying for the above position and for your interest in <organisation’s name>.

We have read your application with interest and would like to invite you to attend an interview with <insert name and title> and <insert name and title>.  Details of the interview are as follows:
<date>

<time>

<location>

Details of how to find us are attached.
<Organisation’s name> is an equal opportunities employer.  Should you require any special arrangements to be made for your interview please contact me so that they organised.
Please telephone me on: <telephone number> to confirm attendance or organise an alternative time and date.
I look forward to hearing from you.

Yours sincerely,

<Name>

<Position>
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