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SAMPLE INVITATION FOR IN PERSON INTERVIEW
Subject: Invitation for In-Person Interview – [Position Name]
 
Dear [Candidate’s Name],
Thank you for taking the time to complete the phone interview. We are excited to learn more about your experience and interest in the [Position Name] role at [Company Name].
We would like to invite you for an in-person interview at our [office location] to further discuss your qualifications and how you would fit into our team. Please find the details below:
 
Date: [Insert Date]
Location: [Insert Office Address]
 
Please let me know if this date and time work for you, or if there are any scheduling conflicts. We look forward to meeting you in person and taking the next steps in the hiring process.
 
Feel free to reach out if you have any questions.
 
Best regards,
[Your Name]
[Your Position]
[Company Name]
[Your Contact Information]
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