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By email to: [individual’s email address]
Dear [name],
ISR Final Review Meeting

As you know, your Initial Service Review (ISR) is due to end on [date].  I would therefore like to invite you to a final review meeting on [date] at [time] in [place] to discuss your progress in accordance with the University’s ISR Policy.
If you cannot attend the meeting, please contact me as soon as possible so that I may rearrange. 
Yours sincerely
[LineManagerName]

[LineManagerJobTitle]
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