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{Date}

To: {Name}

      {Address}

      {City, State, Zip}

Dear {Recipient},

Thank you for your interest in {Company}. Having perused your application, we would like you to come to our {location} branch for an interview with {Name}, our {Position Title} and the undersigned.

The interview will take place on {date} at {time}. It should last between {time} and {time}. Please come prepared with the following list of documents: {list of documents}.

If the date or time of the interview is incompatible with your schedule, please contact our office at {contact information} and arrange for another appointment. Otherwise, we look forward to meeting with you on {date}.

Sincerely,

{Sender}

