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Interview Report for Appointment of Project Personnel

Project Title:














Project Leader:






 Dept.: 

 
  Ext.: 



Project Code:





 Account Code: 






Note to PL:
Please inform the interviewees that, if they are appointed, their original credentials will be checked and verified on/before the date of assumption of duty.
Post interviewed for:  











Interview Panel

	
	Name
	Post Title
	Dept.

	Project Leader 
(Panel Chairman)
	
	
	

	Other Panel members (At least one)
	
	
	

	
	
	
	



Date of Interview:  
 

 
  ( dd / mm / yyyy )

Candidates Interviewed
	Names
	Brief account of qualifications and experience
	Overall comments and suitability for appointment 

	
	
	

	
	
	

	
	
	

	
	
	


Recommendation

The Interview Panel recommends the appointment of ___________________________________ for the post of __________________________________ at a monthly/hourly* salary of HK$__________________.
Justifications if the recommended salary is higher than the first point of the relevant salary scale (for full-time appointments only): __________________________________________________________________ _______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Declaration by Project Leader

I have a relationship / do not have any relationship, business or personal1*, with the recommended candidate.  The relationship between myself and the candidate is _________________________________.

Declaration by Team Member(s)

1.
I _____________________________ (name) have a relationship / do not have any relationship, business or personal1*, with the recommended candidate.  The relationship between myself and the candidate is _____________________________.

2.
I _____________________________ (name) have a relationship / do not have any relationship, business or personal1*, with the recommended candidate.  The relationship between myself and the candidate is _____________________________.

3.
I _____________________________ (name) have a relationship / do not have any relationship, business or personal1*, with the recommended candidate.  The relationship between myself and the candidate is _____________________________.

Signature


(Name of interviewer)
(Name of interviewer)
      (Name of Project Leader/



      Panel Chairman)


Date
(* Please delete as appropriate.)

1
Personal relationship refers to any family connection between the interviewee and the Project Leader.  Family connection could be parent or child, husband or wife, brother or sister.  (Include also nephews/nieces, aunts/uncles, cousins, and relations by marriage.)
