DATE
NAME

ADDRESS

ADDRESS
Dear NAME:
This letter will confirm our telephone conversation arranging an interview date and time for the TITLE position with DEPARTMENT at Minnesota State University, Mankato. As agreed, you will come to Minnesota State University, Mankato on DATE at TIME to interview. Your interview will take place in OFFICE LOCATION. You will be interviewing with NAMES OF THOSE CONDUCTING INTERVIEWS.
For your interview, you may park in the Visitor Pay Lot (Lot 4). EDIT ACCORDING TO INTERVIEW LOCATION/TIME OF YEAR/PARKING AVAILABILITY
***Delete this sentence if NOT applicable*** Please have an official copy of your transcripts sent to my address listed on the bottom of this letter.

Here is a link to area and campus maps (http://www.mnsu.edu/maps/) for your convenience. I have enclosed a copy of the position description as well as the Application for Classified Employment form. Please complete the application form and bring it with you to the interview. If you have any questions or are unable to make this scheduled interview time, please contact me at the phone number or email address listed below.
Sincerely,

NAME
DEPARTMENT
TITLE
ADDRESS

PHONE NUMBER
FAX
EMAIL
Enclosures

