[LETTER HEAD]

[First Name] [Last Name]

[Title]

[Organization]

[Address 1]

[Address 2]

[City], [State] [Zip]
Dear [Dr.; Mr.; Mrs.; Ms.;] [Last Name],

In order to prepare the future workforce to succeed in their careers we are utilizing the Your Steps Toward Success curriculum, which helps our students increase their career knowledge, develop their leadership sills, and improves their ability to communicate.

Within the Your Steps Toward Success curriculum our students are learning how to land the job they want, which includes practicing their interviewing skills.

We will be holding mock interviews on [Enter Date] at [Enter Location with Address and Room Number] from [Enter Time Frames].
If you are available and would like to play the role of an interviewer, please contact me [Enter Contact Information] by [Enter Date].
The mock interview process really helps our students, which are the future workforce, practice and perfect their interviewing skills before they are expected to begin the formal job searching process. Thank you for your time and I look forward to hearing from you.
Sincerely,
[Your Name]
[Title]

[Phone]

[Email]
