The Interview





Your name____________________________

Prior to your interview gather the following facts:

Facts about the person being interviewed:  

Name:  
 ___________________________

Address:
________________________________



________________________________

Telephone:
________________________________

Email:

________________________________

An interview can be by phone, letter, or email.  

Stages of the interview process:

1. Introduce yourself and request the opportunity to interview this person.

2. Explain your project and the importance of the interview to its success. 
3. If you are planning to tape the interview, ask permission for that. If you are making your request by phone.
4. Document your question prior to the interview:  (Refer to the KWL chart for ideas)

____________________________________________________________________________ 

If your person agrees to the interview, write below:

Day, date and time of interview:
________________________________

Considerations:  

1. Be on time whether you call or phone.

2. Thank the person personally and write a note of thanks.

3. Be prepared with your questions and be considerate of the interviewee’s time.
