Sample Interview Confirmation Letter

Date

Dear:

This is a confirmation of your interview for the _________________ position on __________ at _____am/pm in the ______________ Department.  You will be meeting with _______________________(insert names and titles of interviewing committee). Please plan to spend approximately 1 hour for the interview.  Parking is available at __________________(insert parking location.)  Enclosed is a copy of the job description and a campus map.

We are looking forward to meeting with you on ______________.  If you have any questions, I can be reached at ________________.

Sincerely,
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