Appendix F

Sample Invited for Interview
[Date]

Name

Address

Dear [Title] [Last Name]:

This will confirm our telephone conversation on 


 concerning your interview for the position of 

.

[Provide detailed information about hotel reservations including any responsibility candidate has for guaranteeing room with personal credit card, etc; who the “host” will be and how/when they will meet; and travel expense reimbursement procedures.]

It is the policy of CSU, Stanislaus to provide reasonable accommodations for qualified persons with disabilities who are employees or applicants for employment.  If you need assistance or accommodations to interview because of a disability, please contact the department office at 
.  Employment opportunities will not be denied to anyone because of the need to make reasonable accommodations for a person’s disability.

Enclosed is a packet of information, which is being sent to each candidate.   Also enclosed is a copy of your on-campus interview itinerary.

If you have any questions, please feel free to call me at 


.

Sincerely,

[Search Committee Chair]

enclosures

