Interview Confirmation
[print on grand jury letterhead]
[date]

[interviewee’s name]

[street address]

[city, state, zip]

Dear [interviewee]:

This confirms your interview with the [name of] Grand Jury on [day, date], at [time].  The interview will be conducted at the Grand Jury office located at [address]. [Insert any necessary instructions, such as: A parking space will be available for you at the rear of the building, accessible by the driveway on the left side of the building.]

Please be advised that Grand Jury proceedings are confidential and you cannot reveal anything you learn during your interview. [If appropriate, add: However, if you need to leave your place of employment during working hours, you may inform your supervisor that you are being interviewed by the Grand Jury in connection with a civil investigation of local government operations.] 

If for any reason you are unable to attend your scheduled interview, please contact the Grand Jury office at [phone number] as soon as possible.

Respectfully,

[Foreperson’s name], Foreperson

[current term and name of] Grand Jury

