
Interview Request Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position/Title] at 

[Your Company/Organization]. I am reaching out to express my interest in arranging an 

interview with you to discuss [specific topic, project, or area of interest]. 

Your expertise in [Recipient's Field/Experience] and your role at [Recipient's Company] are 

highly regarded, and I believe that a conversation with you would be incredibly insightful. 

I would appreciate the opportunity to speak with you at your convenience. Please let me know if 

you are available for a brief interview, either in person or via [Zoom/Phone], during the next few 

weeks. I am happy to accommodate your schedule as best as I can. 

Thank you very much for considering my request. I look forward to the possibility of speaking 

with you soon. 

Warm regards, 

[Your Name] 

[Your Position/Title] 



[Your Company/Organization] 


