SAMPLE INTERVIEW PANEL/SEARCH COMMITTEE CONFIRMATION LETTER

The resource listed below is intended as a sample and may be adapted to meet style and use needs
<<Name>>

<<Address>>

<<Date>>

Dear <<Name>>:

I am pleased that you have agreed to serve as a member of the Search Committee / Interview Panel for the <<position title>>.  As you are aware, the committee will be chaired by <<Name>> <<Title>>. <<Name>> <<Title>> will serve ex-officio and will provide all necessary logistical support to the committee.

(for Search Committee)

Enclosed are copies of the position description, a draft of an advertisement, a draft of the recruitment plan, and an agenda for the first meeting.  <<Name>> will contact you soon to schedule the first meeting.  The committee’s role will be to identify candidates, identify Duke representatives who will interview final candidates, select materials to be included in candidate packets and provide selection advice on 2-3 final candidates.

(for Interview Panel)

Enclosed you will find a copy of the position description.  My assistant <<name>> will contact you to set up a preliminary meeting of the interview panel members to discuss and finalize plans for the interview process.

I appreciate your participation on this important search committee and look forward to receiving your recommendations.








Sincerely,

Enclosure
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