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Interview planning sheet

Use this template to prepare for your interview.   
Once it is filled out, you can use it as your script to stay on track.

Date and time of interview

Name and details of 
interviewee 
Include titles and contact details.

Interview format 
Is it in person/over the phone?

Purpose of interview 
To produce an article?  
Create a podcast?

Questions 
Write out the list of questions you plan to 
ask during the interview and use this space 
to order them.

Come back and review these questions 
after your interview, to see how and 
why you may have strayed from your 
script. Note that down, as you learn how 
interviews flow. 

Include: 

Important questions to ask 
The things you must ask to ensure the 
interview achieves its goal. Ask these close 

to the beginning of the interview.

Interesting questions to ask 
The things that will add to your 
understand, or bring colour, but it’s alright 
if you don’t get to them.

Notes  
Include any information that will be 
valuable to have in front of you during the 
interview, including any prior learnings 
from your research. 


