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Sample Interview Agendas

Interview Agenda (Interviewee’s Version)
1. Logistics:  Date, Time, Place.
2. Purpose.
3. Interview discussion topics:
a. Topic 1 (time allotted)
b. Topic 2 (time allotted)
c. Topic 3 (time allotted)
4. Summary of Issues.
5. Next Steps.
Reference chapter 3 of The Quest for Software Requirements for details and numerous tips for conducting outstanding requirements-gathering interviews.
Interview Agenda (Requirements Producer’s Version)
1. Thank you.
2. Introduction (include note taker).
3. Verify scheduled interview duration.
4. Provide printed copy of the Interviewee Agenda.  Review purpose and format (timed discussions if allotted) of the interview.
5. Ask prepared list of questions:
	Q1
	[Insert question here.]


	Q2
	[Insert question here.]


	Q3
	[Insert question here.]


	Q4
	[Insert question here.]


	Q5
	[Insert question here.]


	Q6
	[Insert question here.]



6. Summarize any issues.
7. Explain the next steps (analysis, representation, validation).
8. Thank you.
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