	
	Prepare the Interview Sequence Plan for each interviewee.  

· Determine the order you intend to conduct the interviews.

· Determine the type of interview you will use with each interviewee as some require a different approach (based on category of interviewee).

· Prepare questions to use during interviews, e.g., open-ended questions, direct examination questions, cross-examination questions (criminal cases).

· Prepare a Topic Outline (description of each topic you want to discuss).



	
	Prepare to give rights warnings if necessary, i.e., if you know in advance you may use rights warnings during an interview, consult with an attorney.



	
	Ensure you have everything you will need to travel and conduct the interviews:

· Government Travel Card

· Tape recorder, blank tapes, batteries

· Portable computer extension cord

· Copy of Investigative Plan

· Xerox copies of statements/allegations

· Maps

· Command Organizational Chart

· Passport (if necessary)

· Area Clearance

· Hotel/car/airline reservations

· Transcribers (if necessary)



	
	Contact the command and ask for a point of contact (POC) (administrative assistance).



	
	Request the POC provide you a moderately sized interview room that minimizes noise and interruptions, is well lighted, and, if possible, located away from the Subject’s work area.




Interview Checklist (In-Person Interview)

Case # _________ 

Date:  _________________

Interview Checklist (In-Person Interview) (continued)

	
	Greet the interviewee in an appropriate manner and establish rapport.



	
	Show the interviewee your credentials or letter of authorization from the command.



	
	Ask the interviewee for his/her name, command and phone number to confirm he/she is the right person and to verify contact information.



	
	Explain the purpose of the interview.



	
	Provide an overview of what to expect during the interview.  For subjects, tell him/her the allegations.



	
	Explain the importance of not discussing the case with anyone other than you and the penalties associated with failing to comply.



	
	Explain and execute a Privacy Act statement.



	
	Explain to the interviewee that you cannot guarantee his/her identity will remain confidential.



	
	Ask a general opening question and follow with specific questions.



	
	Ask Who, What, Where, Why, When, How and How Much questions.



	
	Record the interviewee’s responses using one of the following:

· Sworn Statements or Declaration

· Results of Interview

· Verbatim (tape recording or videotapes)



	
	Ask if there is any other issue or information the IG should know or anything else the interviewee would like to add.



	
	Ask what they want the IG to do for them (complainant only).



	
	Advise interviewee of Whistleblower Protection.



	
	Provide the interviewee your contact information, work and home phone #s, email address, etc.



	
	Thank the interviewee for his/her cooperation and remind him/her not to discuss the investigation with anyone.
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