Dear XXX,
 
Further to our discussions please find the below details.
 
We are pleased to inform that your candidature has been shortlisted for the position XXX.
 
Pl find the below details for attending a Personal Interview.
 
Company                   :          XXX
 
Venue Address          :          XXX
                                               Ph No:- XXX
                                               Cell :- XXX
 
Contact Person         :          XXX
 
Interview Date          :           XXX
 
Pl confirm me the date for which you are convenient to attend. And also give me your travel plan.  
 
Please provide us with the below documents against the travel expense reimbursement.
 
1.      To & Fro flight tickets
2.      Onward Boarding Pass
3.      Cab expenses bill if any
 
Kindly confirm me the same as I have to update our management.
 
Note :- For any clarifications please feel free to call on the above numbers.
 
Regards,
XXX
