Sample Letter Requesting an Interview

Date:

Your name

Your address

Your hometown, Your state    your zip code

Name:

Title:

Address:

Name of Business:

City, State, ZipCode:

Dear Ms, Mrs., Mr. Dr., Miss:

I am a student enrolled in the Department of Food & Nutrition at Indiana University of Pennsylvania.  I received your name from___________________, and I would be most grateful if I could meet with you.  

I would like to interview you in person and hope that you are available during the week of ______________.  I have at least six questions to ask and I’ll probably take 30 minutes of your time.  I appreciate your consideration of my request.

I will call you on __________________ to see if you are available or you may leave a message for me using my information below.  Thank you so much and I am looking forward to meeting with you.

Sincerely,

Your Signature

Your Name

Phone

Email

