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Email - Confirmation of Interview



Re: Application for (Insert Position)

Dear			,

Further to our telephone conversation I am pleased to confirm that you are scheduled to attend an interview for the position of (insert position) which we anticipate will last approximately (insert duration). The details are as follows:

Date:		(insert date)
Time:		(insert time)
Location:	(address details)

Upon arrival, please ask for (insert name). 

I would very much appreciate if you could confirm your attendance for the above scheduled interview as soon as possible and no later than close of business on (insert date). 

Please also let us know if you require any special arrangements or adjustments to be made for your interview. 

We look forward to meeting you. 

Yours sincerely


________________
Writers Name
Position
Company Name 
Company Address
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