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Draft out the schedule of activities for the process

Hold NC Meeting to agree activity schedule 
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Shortlisting Spreadsheet 

Process the applications onto the shortlisting 
spreadsheet
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Email applicants info 
and schedule 
interview days

Match successful applicants to interview 
dates and email them

Applicants 
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Prepare & circulate interview packs for panel

Applicants information for 
interview days

Carry out interviews

Finalise applicants for nomination
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NC communicates with MC to seek final 
approval

Chair of MC communicates with NC and 
confirms approval by MC
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Chair of Board the name(s) of approved 
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