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	Sample: Interview Panel Agreement


	Use Agency letterhead


MEMORANDOM

DATE:

((date))
TO:

((Panelist Name))


((Panelist Title))


((Panelist Agency))
FROM:

((Hiring Manager)), 
((Hiring Agency))
SUBJECT:
Interview Panel Member Agreement – ((Classification/Position Interviewing For))
While serving in this capacity, you will interview ((#)) candidates.  The process includes panelist asking questions, listening, and interpreting responses, evaluating the candidate’s performance in the interview, and discussing the strengths and needs of each candidate with the other panel members.  Upon accepting this assignment, you are expected to keep all information gained during the process confidential.  In order to ensure the integrity of the interview and selection process, we are asking potential panel members to evaluate their professional and personal relationship with the candidates.  If those relationships influence your objectivity in the process, we ask that you withdraw from the panel.
Following is a list of the candidates:

((Names of Candidates))

 FORMCHECKBOX 
  Yes, I am able to participate on the panel as scheduled above.

 FORMCHECKBOX 
  No, I am unable to participate on the panel as scheduled above.
I agree to the terms and conditions of this assignment as stated above.

______________________________________________________________________________
Panelist Signature








Date

Please return this form to ((Name / Address)) as soon as possible so that the panel membership can be finalized.  Thank you.
