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Interview Confirmation Email

Interview confirmation email template

Email subject line: Interview with [Company name] for the [Job title] position
Email body:
Dear/Hi [Candidate Name]

We are pleased to confirm your interview for the position of [job position]. Your interview
will take place with [interviewer details — full name and job title] on [date, time, duration
and time zone, for example, Monday, March 15, 10am-11am EST]. Our office is located
at [full address, for example, 1415 Georgia Avenue, Suite 202]. For detailed directions,

please click here [insert directions link]. [Add any other location details, such as access

to the building or identification card requirement].

During this meeting, we will [outline the format of the interview and mention possible
topics]. If you have any questions, please feel free to contact me by email [email info] or
at [phone number].

We look forward to meeting with you and discussing this opportunity at [company name]
further.

Best/Kind regards,

[full name and signature]


https://employers.indeed.com/p/post-job?hl=en&co=US
https://indeed.com/hire/resources/
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Interview confirmation email sample

Email subject line: Interview with Star Enterprises for the Project Manager position
Dear Alice Smith,

| am pleased to confirm your interview for the position of Project Manager. Your
interview will take place with Stuart Lane, Team Manager, on Monday, August 14,
10am-11am EST. Our office is located at 1234 Brick Street. Please make sure to have
an identification card on hand to show our security guard at the entrance.

Please see the details of your interview below:

Project Manager interview w/ Stuart Lane, Team Manager
Date: Monday, August 14, 10am-11am EST

Location: 1234 Brick Street

Details: To access the building, please show an identification card to our security guard
at the entrance.

During our meeting, we will discuss your qualifications and look over 10 samples in your
portfolio. If you have any questions beforehand, please feel free to contact me by email
or phone at (111) 222-3333.

We look forward to meeting with you and further discussing this job opportunity at Star
Enterprises.

Kind regards,

Stuart Lane
Star Enterprises
Team Manager

Indeed provides this information as a courtesy to users of this site. Please note that we
are not your recruiting or legal advisor, we are not responsible for the content of your job
descriptions, and none of the information provided herein guarantees performance. This
is a legal disclosure and is not part of the following template.



