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	Sample Letter: Invitation to Interview


	Use Agency letterhead


((Date))
((Applicant Name))

((Applicant Address))

Subject:
Invitation to Interview

Dear ((Name)),

Congratulations on being selected to interview for the ((position title)) position with the ((agency)).

Please note the following information regarding your interview:

Date:  

Time:  

Check in: (for example, 15 minutes early)  

Location:  

Parking:  

If you have a disability and need an accommodation to participate in this process, please let me know as soon as possible.

Sincerely,

((Agency Contact Name))

((Contact Title))

((Agency))

((Contact Information))

Attachments: 
Position Description




Map
