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Date

Name

Address

City, State Zip

Dear                     
It was good to visit with you by phone about our title position headquartered in County County and your interest in it.  As I indicated, your interview will take place as follows:


Date:



Time:



Location:



Interview Committee (name and title):




During the group interview we will ask that you make a 15-20 minute presentation focusing on topic (i.e. Identify a youth development need that currently exists within one or more of the counties this position is responsible for and explain the process you would use to plan, implement and evaluate an extension educational program to address this need).  Power Point equipment and an overhead projector will be available, should you need them.

You should be prepared to keep your schedule flexible through the evening of the Council Date for possible discussions with County County Extension Council representatives, should the interview advance to the second stage.  I will discuss this with you following the interview and make any necessary arrangements.  

Please keep a record of your mileage (if driving your own vehicle), lodging and meal expenses on the attached travel expense voucher.  Reimbursement is made for actual airfare and/or car rental, gasoline used for rental car, lodging, and meals.  Original receipts must be provided; for lodging this must be an itemized statement furnished by the hotel or motel, not your credit card receipt.  In order to be reimbursed the attached W-9 must also be completed and returned with the travel expense voucher.
Enclosed is a benefit summary handout that outlines the various benefits this position offers. If you should have any questions regarding benefits or retirement, please visit www.umsystem.edu/hrs/benefits or contact Tamra Robbins at robbinst@missouri.edu or (573) 882-7755.

As you are aware, this position is a non-tenure faculty position with the University of Missouri-Columbia. This position has been identified as a high priority for MU Extension and the communities we serve. We are excited to have quality candidates such as yourself interview and look forward to learning more about your vision for delivering educational programs to the people throughout Missouri.

If you should have any questions, please feel free to contact me at phone and email address.
Sincerely,

Name
Title
Add

Phone

Attachments:  Non-Employee Travel Expense Voucher



W-9 Form
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