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	Sample Letter: Interviewed Not Selected


	Use Agency letterhead


((Date))
((Panelist’s Name))

((Panelist’s Address))

Subject:
Panel Instructions
Dear ((Name)),

Thank you for agreeing to serve on the interview panel for the ((position title)) position for ((agency)). Each panelist brings a unique perspective to the panel. ((#)) candidates are interviewing for the position. Interviews are: ((dates and times)).  A brief, mandatory panelist training is ((date and time)).  

We will provide candidate application materials to you on the day of the interviews.  Because the role of the panel is to evaluate the candidate’s answers to questions during the interview, we will not send application material for you to review in advance. Or Candidate application material is enclosed for your review. Even though Social Security numbers and other protected information was removed, this material is confidential. It is critical that others do not view this material and you do not discuss any information from the applications with others. Please return the application materials at the time of the interview.  

In preparation for the interviews, please read attached the panel instructions. This gives you more information about the type of interview we are conducting, the questioning method, and cautions and tips for panelists. Please read and sign the enclosed panel member agreement.  

If you have a disability and need an accommodation to participate in this process, please let me know as soon as possible.

Again, thank you for your willingness to participate on our panel. Please do not hesitate to contact me if you have any questions.

Sincerely,

((Agency Contact Name))

((Contact Title))

((Agency))

((Contact Information))

Attachments:

Applicant Information




Panelist Instructions




Panel Member Agreement

