SAMPLE INVITATION TO INTERVIEW LETTER
Dear _______________:

We look forward to your visit with us on Thursday, September 27, 2007.  Please note the tentative schedule below and make the necessary travel arrangements with the university’s travel service, ______________, at 708/_________.  Once you have finalized these arrangements, please email or call me with the details.  During your trip, please collect receipts and give them to me; the university will reimburse you for all reasonable and customary expenses.
	Noon – 1:30 p.m.
	Lunch and Facilities Tour

	1:30 p.m. – 2:30 p.m.
	Dean, CHP

	2:45 p.m. – 3:45 p.m.
	Open Session:  Faculty, Students, Staff

	3:45 p.m. – 4:45 p.m..
	Department Chair

	5:00 p.m. – 6:00 p.m.
	Search Committee


If you have additional questions before you arrive, please feel free to call me.  My office phone is _________________, my email is _______________, and my home phone is ______________.  I’m looking forward to meeting you and hearing your views.
Sincerely,

-------------------------------------------

Chair, Search Committee for Health Administration

