면접 시간 확인  eq \o\ac(○,1)
Dear Mr. Jefferson,

   I’m Anderson Edwards, an applicant for the vacant position of the administrative assistant. I’m writing to inquire about the exact time for the interview.

   I firmly believe I will be highly competent in the work. I’m deeply grateful that you kindly offered me the opportunity to have a face-to-face communication in the interview. However, you seemed to forget to communicate the exact time and place for the interview. I hope you could make a reply at your earliest convenience.

   By the way, what material should I prepare for the interview? Thanks in advance for your time and consideration.

Best regards,

Anderson Edwards
면접 시간 확인  eq \o\ac(○,2)
Dear Mr. Edwards,

   I’ve read your e-mail sent on Thursday. I’m so sorry for forgetting to inform you of the exact time for the interview. 
   We originally decided to hold the interview in the meeting room on the 17th floor next Monday. However, the interviewer has to take one day off next Monday. Therefore, the interview will have to be delayed till next Wednesday. To be exact, you should come for the interview at ten o’clock am. The place for the interview remains the same.

   You had better bring along with you your printed resume, copies of your certificates, as well as letters of recommendation. Should you have any question, please feel free to contact me.

Yours faithfully,

Kenneth Jefferson
