Interview Invite Template - Master

“This template document and others have been produced by Sport Wales and will need editing before use.  Guidance notes to help you do so are set out throughout the documents, and square brackets in the body of the document indicate areas that require editorial attention.  Whilst Sport Wales endeavours to ensure the information contained is up to date and correct, we make no representations of any kind, express or implied, about the completeness, accuracy and suitability of the documents provided. Any reliance you place on such information is therefore strictly at your own risk.  In no event will Sport Wales be liable for any indirect or consequential loss or damage, arising out of, or in connection with, the use of these templates.  If you have any doubts about the editing or use of these templates, please seek professional legal advice.”
NB - Send out on your organisation headed paper – even if sent by email.

[Date]


Personal

Name

Address
Dear [Name]
Job title 

I am pleased to inform you that you have been selected for interview for the above position.  The interview will take place on [insert date] at [insert time].  The interview is to be held at [Location], [directions enclosed], and it will last approximately [time].
USE ONLY BLUE TEXT IF REQUIRED

[At the interview you will be required to (insert details e.g. give a presentation (include length and topic) or tests (include length and what tests)]

You are required to bring in relevant qualification certificates to the interview along with either your passport or other documentation issued by the Home Office that clearly indicates your right to live and work in the UK. We are required by law to check that all potential employees comply with new legislation to prevent illegal working. For more details or if you are unsure about what documentation to bring, please call [Name] on [insert relevant Phone No.]. Please note that, if you do not bring these documents to the interview, we would not be able to appoint you to the position. 

Please telephone [insert relevant Phone No.] to confirm your attendance.  [Attached is a travel claim for expenses you will incur in attending for interview]. 
For your information, no decision will be made on the day. The successful candidate will be informed by telephone and all unsuccessful candidates informed in writing as quickly as possible.

If you have any special requirements, or require any further information before the interview, please do not hesitate to contact me.

Yours sincerely


Name
Title

