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This sample letter can be sent to applicants
 as an interview confirmation.

[Date]
[Name of Applicant]
[Address]
[City, State, Zip]
Dear [Name of Applicant],

On behalf of the search committee for the [name of position] in the [department] at the University of Connecticut, we would like to thank you for your application.  This letter is to confirm your scheduled interview on [date] at [time] in [location/room number].  Attached please find directions to Campus and  to the location of your interview [attach directions], as well as a detailed itinerary [attach itinerary].

The interview process for this position will consist of:

· A panel interview with the search committee members.  In attendance will be: [list search committee members and titles].
·  A presentation on the topic of [define topic] and 
· An individual interview with the department head, [department head name and title].  [Please note: steps of the interview can be altered to include job talks, meet and greets, tests, etc].
In preparation for your interview we encourage you to visit our website at [website address] and familiarize yourself with the department. We look forward to meeting with you and discussing this opportunity further.  Please feel free to contact [contact name] at [contact information] with any questions or concerns.  
Finally, the University is committed to providing reasonable accommodations for applicants with disabilities.  Should you need an accommodation, please advise me of your request or contact the Office of Diversity and Equity (ODE) at (860) 486-2943 or ode@uconn.edu.  Additional information about the University’s accommodations process can be found on ODE’s website, at www.ode.uconn.edu/ada. 
Thank you for your interest in employment at the University of Connecticut.  
Sincerely,

[Search Committee Chairperson]
[Department Contact information]
The University of Connecticut is an AA/EEO employer. 
