Sample Letter – Invite to interview

NB – this should be tailored according to the circumstances.  Not everyone will require accommodation.
This letter should be sent from, on on behalf of, the Chair of the Panel

	«Title» «FirstName» «LastName»
«Address1»
«Address2»
«City»
«PostalCode»
	your ref

our ref

date
	


Dear «Title» «LastName»
Title of Post
Thank you for your application for the above post.  I have pleasure in inviting you to attend for an interview.  Please arrive at <place> (e.g. James Watt Reception) at «Time» on «Date» and ask for «Contactperson». 
* The interview will be held with INSERT NAMES AND JOB TITLES OF THE PANEL.  You should allow <X amount of time> for this.

* In the morning, at «Time» you will be asked to give a # minute talk/presentation/lecture on the topic of #, followed by # minutes for questions.  Your talk should be addressed to an audience of # (e.g. final/first year students, researchers in the field, academic staff from a different field...).

· Lunch will be provided, then your interview will be at «Time» in # Room, # Building. 

Please let me know if you will need overnight accommodation and/or a visitor’s parking permit.  I enclose a campus map for information and an interview expenses form which you may wish to hand in at the interview or send at a later date.  

· Please note that it is our intention to take up references prior to the interview, if possible, unless you have indicated that you do not wish your referees to be contacted.

Please confirm whether or not you will be attending by telephoning «Contactperson» on < INSERT TELEPHONE NUMBER>.  Please let him/her know if you have any special requirements for the interview. 

I look forward to meeting you. 

Yours sincerely

Name

Job Title 
