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Dear «NAME»
Please find below information regarding the appointing committee for the post of  

Post: «JOB»
Time & Date: «TIME_DATE»
Location: «LOCATION»
Details of the day’s proceedings are as follows.

	Time


	Running Order

	«Time (allow half an hour for pre-meet)»
	Panel meet to discuss questions

	«Time»
	«Candidate 1»

	«Time»
	«Candidate 2»

	«Time»
	«Candidate 3»

	«Time»
	Break for lunch, food  provided«Delete if necessary»

	«Time»
	«Candidate 4»

	«Time»
	«Candidate 5»

	«Time»
	Panel discussion


Members of the Interview Panel

	Name
	Chair
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	Departmental
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	Independent
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	HR
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The following papers are attached:

· Copy of the candidate(s) application form and/or CV(s)
· A copy of the Job description 

· Role definition(s)
If I can be of any further assistance, please do not hesitate to contact me on 0113 343 «EXT»or email «EMAIL»
Kind Regards
«NAME»

