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GUIDELINESCongratulate	the	person	on	his	confirmation.	Recollect	the	past	and	how	he	always	had	it	in	him	to	be	a	Catholic.	Express	how	good	you	feel	seeing	him	confirmed.	Encourage	him	to	take	forward	his	faith	and	help	the	Catholic	community.	End	by	taking	pride	in	his	decision.	SAMPLE	LETTER[Senders	Name]	[Address	line][State,	ZIP
Code][Letter	Date][Recipients	Name]	[Address	line][State,	ZIP	Code][Subject:	Normally	bold,	summarizes	the	intention	of	the	letter]	-Optional-	Dear	[Recipients	Name],Congratulations	on	your	confirmation.	It	is	a	blessed	beginning	to	a	new	life.	I	still	remember,	how	you	were	the	most	pious	person	among	all	the	cousins	in	the	family.	You	were
always	the	first	to	start	a	prayer	before	meals	or	any	special	occasion.	I	knew	since	then	that	it	was	God's	call.	Since	you	have	now	received	the	Lord	wholeheartedly,	take	your	faith	ahead.	Attend	study	workshops,	read	books,	listen	to	the	Catholic	radio	and	strengthen	your	faith.	Know	what	the	teachings	of	the	Lord	are	and	how	it	affects	your
decisions.	Selflessly	give	back	to	the	community.	Help	those	in	need.	By	doing	so,	you	will	be	even	more	devout	and	know	how	the	Lord	works	in	different	ways.	To	know	that	you	are	confirmed	makes	me	proud.	I	will	always	pray	that	you	do	well	as	a	Catholic.	Sincerely,	[Senders	Name]	[Senders	Title]	-Optional-[Enclosures:	number]	-	Optional	-	cc:
[Name	of	copy	recipient]	-	Optional	-Further	things	to	consider	when	writing	confirmation	letters	to	friendsConfirmation	LettersConfirmation	letters	are	letters	sent	by	individuals,	businesses,	or	companies	to	summarize	details	such	as	verbal	agreements	between	two	parties,	job	interviews,	or	appointments.	
Broadly	speaking,	they	are	written	to	verify	certain	details	upon	request	or	recognize	previous	agreements.	
A	confirmation	letter	can	serve	as	a	formal	document	to	confirm	the	receipt	of	orders,	schedule	of	an	important	appointment,	or	recruitment	of	new	employees.	It	can	also	be	used	to	confirm	travel	arrangements	and	reservations	and	in	instances	such	as	immigration	to	confirm	marital	status.	Confirmation	letters	are	mostly	used	by	businesses	to	keep
formal	records	and	to	avoid	conflicts	regarding	transactions	or	agreements.	Confirmation	letters	are	brief	and	contain	only	the	necessary	information.	State	what	is	being	confirmed	clearly	and	accurately.	If	you	are	verifying	an	employee's	position	in	the	company,	for	example,	take	note	of	his/her	official	title.	Be	cautious	about	times,	dates,	and
places.	

Include	all	relevant	details	and	anything	else	that	needs	to	be	confirmed.	If	necessary,	restate	the	previously	agreed	terms	and	conditions	to	ensure	that	there	are	no	conflicts	or	misunderstandings	in	the	future.	Close	the	letter	with	a	positive	remark	and	your	signature.	This	letter	should	be	printed	on	the	company's	letterhead.Letters	to
FriendsLetters	to	friends	are	letters	you	write	to	people	with	whom	you	have	a	bond	of	mutual	affection.	These	letters	are	like	conversations	and	can	be	just	about	anything.	They	could	be	thank-you	letters	to	thank	your	friends,	congratulation	letters	to	congratulate	them,	apology	letters	to	say	sorry,	condolence	letters	to	comfort	the	bereaved,	etc.	

You	could	also	write	to	your	friends	to	share	general	information	such	as	school	and	family	news,	what	has	been	happening	in	your	town,	or	just	tell	funny	stories.	toyo	ito	sendai	mediatheque	structure	Letters	are	special	and	show	the	other	person	that	you	are	thinking	about	him/her.	The	recipient	can	keep	the	letters	for	years	and	read	them	over
and	over	again.	Letters	to	friends	are	personal	and	are	usually	addressed	to	specific	individuals.	Since	the	recipient	is	a	person	with	whom	you	have	a	close	relationship,	the	salutation	is	more	personal	and	less	formal.	Greet	the	recipient	warmly	and	proceed	to	stating	the	reason	for	your	letter.	Share	some	information	about	yourself.	Maintain	a	polite
and	friendly	tone.	End	your	letter	on	a	note	of	anticipation	to	seeing	the	recipient	soon	or	reading	from	him/her.	You	can	also	add	a	postscript	for	something	you	forgot	to	say.	
Congratulations!	You	scored	that	interview.	
What	should	you	do	next?	It's	a	good	idea	to	accept	and	confirm	the	interview	with	an	email,	even	if	you	have	spoken	with	the	hiring	manager	or	human	resources	representative	on	the	phone.	That	way,	you	can	be	certain	that	you	have	all	the	details	correct,	you	know	where	you're	going,	when	you	should	be	there,	and	who	you	will	be	meeting	with
(and	you	will	have	a	record	of	your	appointment).	
A	confirmation	email	is	also	an	opportunity	to	ask	logistical	questions	you	might	have	(e.g.,	where	is	the	office	located,	who	exactly	will	you	be	speaking	with	during	the	interview,	do	you	need	to	bring	anything	specific).	A	confirmation	email	also	serves	as	a	reminder	to	you	and	the	hiring	manager	and	is	an	excellent	opportunity	to	reiterate	your
interest	in	the	position.		Read	below	for	more	information	on	sending	an	interview	acceptance	email,	and	review	examples	of	emails	in	which	the	writers	accept	and	confirm	a	job	interview.	The	first	letter	is	a	simple	confirmation,	and	the	second	example	letter	asks	for	clarification	on	some	interview	details.	The	second	example	also	reiterates	the	job
candidate's	interest	in	the	job.	Ideally,	you'll	send	this	email	soon	after	the	notice	(often	a	phone	call,	or	perhaps	an	email)	of	the	interview.	Here's	one	exception	to	sending	an	interview	acceptance	email:	When	you	receive	notice	of	an	interview,	hiring	managers	might	mention	that	they	plan	to	send	a	confirmation	email	to	you.	If	that's	the	case,	wait
for	the	email	to	arrive.	la	ilusión	de	vida	disney	la	animaci	
If	you	don't	receive	a	confirmation	message	within	a	day	or	two,	follow	up	with	the	hiring	manager	to	confirm.	There	is	no	need	for	you	to	send	an	email	if	the	hiring	manager	plans	to	do	so.	When	you	get	an	email	from	an	employer	confirming	an	interview,	you	can	simply	respond	by	saying	that	you	are	looking	forward	to	meeting	with	them	and
appreciate	the	opportunity.	Here	are	some	guidelines	to	keep	in	mind	for	what	to	include	as	you	are	writing	your	interview	confirmation	email:		Include	the	job	title	and	your	name	in	the	email	subject	line:	Subject:	Interview	Confirmation	Job	Title	-	Your	Name	Remember,	the	hiring	manager	is	probably	setting	up	several	interviews,	including	your
name	makes	it	easier	for	them	to	keep	emails	sorted.	It's	also	helpful	in	case	your	email	is	forwarded	to	other	interviewers.		Why	You're	Writing:	Lead	off	the	email	with	the	reason	you're	writing.	
You	can	start	by	saying,	"Thank	you	for	the	opportunity..."	or	"I'm	writing	to	confirm	the	interview	details..."		Thank	You:	Be	sure	to	thank	the	email's	recipient	for	the	opportunity	to	interview.		Ask	What	You	Should	Bring:	You	should	always	bring	several	copies	of	your	resume	to	your	interview.	However,	some	companies	might	want	other	documents
—social	security	card,	portfolio	of	work,	etc.—on	hand	during	the	interview.	Others	might	want	you	to	send	a	sample	of	work	prior	to	the	meeting.		In	your	email,	you	can	ask	if	there	is	anything	that	you	should	bring	to	the	interview	or	if	there	is	any	information	you	can	share	prior	to	the	interview.		Include	Your	Contact	Information:	Even	though	the
hiring	manager	has	your	contact	information,	make	it	easy	for	them	to	follow-up,	if	they	need	to,	by	including	the	details	in	your	email	signature.	christmas	coloring	pages	for	adults	pdf	Proofread	the	Message.	Even	though	this	is	a	simple	confirmation	of	an	interview,	carefully	proofread	the	message	before	you	click	send.	All	your	job	search
correspondence	reflects	your	professional	communication	skills,	and	typos	or	grammatical	errors	will	be	noticed.	Send	a	Copy	to	Yourself:	It's	always	a	good	idea	to	copy	yourself	on	the	message.	That	way,	you'll	have	a	copy	in	your	inbox,	and	you	won't	have	to	search	for	the	message	to	review	the	details	prior	to	the	interview.	Read	these	guidelines
for	sending	professional	email	messages	if	you	need	help	formatting	your	message	before	you	send	it.	Below,	review	a	sample	email	message	accepting	an	interview	and	confirming	the	time	of	the	appointment,	as	well	as	an	example	that	asks	for	confirmation	of	the	interview	location.	Both	examples	offer	to	provide	any	additional	information	the
employer	might	need.	

Subject:	Sandra	Millstone	-	Interview	ConfirmationDear	Mr.	Henderson,Thank	you	very	much	for	the	invitation	to	interview	for	the	Account	Manager	position.	I	appreciate	the	opportunity,	and	I	look	forward	to	meeting	with	Edie	Wilson	on	June	30th	at	9	AM	in	your	Northampton	office.If	I	can	provide	you	with	any	further	information	prior	to	the
interview,	please	let	me	know.Best	Regards,Sandra	Millstonesandra.millstone@email.com555-123-1234	Subject:	Interview	Confirmation	-	Bob	SteenbergDear	Ms.	Morrison,It	was	great	speaking	with	you	on	the	phone	earlier	today.	
Thank	you	very	much	for	the	invitation	to	interview	for	the	Editorial	Coordinator	position	at	ABC	Company.	I'm	very	much	looking	forward	to	our	conversation,	scheduled	for	May	6,	at	3	PM.When	you	have	a	moment,	can	you	confirm	that	this	interview	will	take	place	at	the	downtown	location	of	ABC	Company?I	believe	that	my	editorial	experience	in
the	technical	publishing	field	makes	me	an	ideal	candidate	for	the	position.	
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I	look	forward	to	sharing	my	passion	for	and	skills	in	editorial	work	with	you.If	I	can	provide	you	with	any	further	information	prior	to	the	interview,	please	let	me	know.Sincerely,Bob	Steenbergbobs@gmail.com555-123-1234	Learn	more	about	the	interviewers.	Once	an	interview	is	set	in	stone,	you	should	start	researching.	
Googling	the	names	of	the	people	conducting	the	interview	can	help	lead	to	LinkedIn	profiles	and	other	social	media	accounts.	This	is	a	good	way	for	applicants	to	find	common	ground	between	themselves	and	those	who	will	be	deciding	who	to	hire.	Connect,	don’t	stalk.	Set	the	stage	for	genuine	connection	with	your	potential	colleagues	by	showing
genuine	interest	in	them	as	a	person—without	giving	the	impression	that	you’ve	been	stalking	their	social	media.	mesatokusode.pdf	During	your	research,	you	may	learn	that	you	have	things	in	common.	Use	that	information	wisely.	For	example,	having	learned	that	they’re	a	fan	of	your	favorite	sports	team,	you	might	comment	on	some	team
paraphernalia	in	their	office.	You	can	also	show	interest	in	the	interviewer	by	asking	general,	ice-breaking	questions	such	as,	“How	long	have	you	worked	here?”	or	“What’s	your	favorite	part	of	this	job?”	Practice	answering	interview	questions.	You	don't	need	to	memorize	responses,	but	do	take	a	look	at	the	most	common	interview	questions
employers	ask	and	think	about	how	you'd	respond.	That	way,	you'll	be	prepared	to	ace	the	interview.	Choose	an	interview	outfit.	Don’t	leave	it	until	the	last	minute.	Select	an	outfit	that’s	professional,	comfortable,	and	appropriate	for	the	company	culture.	Try	it	on	beforehand	to	make	sure	that	everything	still	fits	and	that	you	have	all	the	accessories
you	need.	Leave	plenty	of	time	to	shop	for	replacements	or	to	get	something	cleaned	or	mended	prior	to	the	interview.	Plan	for	a	smooth	commute.	Find	out	how	long	it	will	take	you	to	get	to	an	interview,	even	accounting	for	bad	traffic,	and	make	sure	you	leave	yourself	enough	time	to	get	there.	If	possible,	do	a	practice	run	prior	to	the	interview.	If
you’re	forced	to	rely	on	time	estimates	from	an	app,	build	in	extra	time	for	contingencies.	reality_through_the_arts_8th_edition.pdf	Check	your	technology.	If	your	interview	is	virtual,	check	to	make	sure	all	your	technology	is	in	working	order	ahead	of	time,	and	avoid	these	common	Zoom	interview	mistakes.	When	to	Confirm	the	Details:	Sending	an
email	to	confirm	the	interview	will	ensure	you	have	the	correct	date,	time,	and	location.When	Not	to	Send	a	Confirmation:	If	you	get	a	confirmation	email	or	call	from	the	hiring	manager,	you're	set.If	You	Have	Questions:	It's	appropriate	to	use	your	email	to	ask	questions	you	may	have	about	the	interview	process.	Thanks	for	your	feedback!
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