SAMPLE INVITATION LETTER –SELECTED CANDIDATES 
(INTERVIEW POOL)

PLEASE PUT ON BCC LETTERHEAD
Date

Name

Address

City, State, ZIP

Dear Ms/Mr (first and last name):

Thank you for your application to the campus search for JOB ID (INSERT NUMBER), for the (INSERT POSITION NAME) position with Bronx Community College.  We would like to invite you to our campus for an interview with the search committee. 
Your interview with the search committee has been scheduled for (INSERT DATE) at (INSERT TIME) a.m./p.m. at: 
Bronx Community College
2155 University Avenue
(INSERT LOCATION)
Bronx, New York 10453
http://www.bcc.cuny.edu/directions/
 
If you have any questions, require additional clarification, or need to reschedule this interview, please contact me at (718) 289-(INSERT EXTENSION), or by email (INSERT EMAIL ADDRESS).
 
Thank you.
Sincerely,

Chair, Search Committee 

