


SAMPLE LETTER:  Interview confirmation


Date

Name
Address

Dear

We are delighted that you have agreed to come to St. Cloud State University on (date), to interview for the position of xxxxxxxxxx, and to discuss your qualifications for this position.

Please come to (give location and directions).  You may park in the xx Lot (directions), and proceed to the (building).

Under the terms of the Immigration Reform and Control Act of 1986, all applicants must be able to lawfully accept employment in the United States at the time of an offer of employment.  If you are interviewing for this position and are unable to bring proof of U.S. citizenship or permanent residency to the interview, please advise us, in advance, of the need to meet with a Human Resources representation, who handles visa and immigration matters.

Your schedule for the day is enclosed.  As we discussed,   (name of person)   will be your on-campus guide for the day, and will meet you   (location)  .

If there is anything you need before your visit, please do not hesitate to call me at xxxxxxxxxx.

We are looking forward to meeting you.

Sincerely,




Name
Search Committee Chair

Enclosure

