Letter to Solicit Candidate Input into Campus Visit
(adapted from University of Oregon, it is recommended that someone other than a search committee member send this communication to the candidate to ensure the candidate is comfortable revealing interests and preferences)
Dear [Candidate],
We are looking forward to your campus visit and are planning an itinerary that includes interviews and other opportunities to share your scholarly accomplishments, areas of research, teaching experience, and other relevant professional endeavors.  As we finalize the schedule we would like to give you the opportunity to provide input about any needs you may have as well as information that will assist you in learning about the University of Oklahoma and our community.  
Thus, please inform of us of any dietary requirements, personal preferences, or other needs in order to give us the opportunity to accommodate these to the extent possible.  
In addition, we have set aside some time for you to meet with a representative(s) from campus or the community that might be of interest to you.
The following are examples of representatives with whom you may be interested in meeting:
· Other academic departments/faculty members that reflect areas of professional interest
· Administrative departments on campus
· Identity groups on or off campus
· Realtors
· Those with information about local schools and resources for family members
· Religious communities
· Other
If you are interested in using the allotted time for such a meeting, we will do our best to find an appropriate representative to meet with you.  If you prefer, we can also provide you with contact information so that you can make your own arrangements.
Please contact ______________ to arrange the details of this meeting or for any information about your visit.  If s/he does not hear from you by [date], we will assume that you do not need assistance.
Any meeting we schedule on your behalf is intended to provide you with the opportunity to gather information that will assist you in your consideration of whether this position is consistent with your career and personal aspirations and needs.
Once again, we look forward to your visit.
 
Sincerely,
