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I nterview Outline

I nterviewee: Interviewer:
Name of person being interview Name of person leaking interview

L ocation/M edium: Appointment Date:

Office, conference room, Start
Time: .o

Or phone number End
TiIMe: ...,
Objective: Reminders:
What data o collect Background/experience of
interview
On what to gain agreement known opinions of interviewee

What areas to explore

Agenda: Approximate Time:
Introduction 1 minute
Background on Project 2 minutes
Overview of Interview

Topics To Be Covered 1 minute
Permission to Tape Record
Topic 1 Questions 5 minutes
Topic 2 Questions 7 minutes
Summary of Major Points 2 minutes
Questions from Interviewee 5 minutes
Closing 1 minutes

General Observations:
Interviewee seemed busy-probably need to callfewadays for follow — up question
since he gave only short answers. Pc was turned mfbbably not regular PC user.

Unresolved I ssues, Topics not Covered:
He needs to look up sales figures from 1999. reedahe issue of how to handle returne
goods, but we did not have time to discuss.

14

I nterviewee: Date:
Questions. Note:
When to ask question, if conditional Answer:

Question number:
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