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	Interviewer Name:
	
	Name of individual being interviewed:
	

	Note-taker Name:
	
	Date and time of interview:
	


Introduction:
My name is YOUR NAME, AND TITLE and this is NOTE-TAKER'S NAME AND TITLE.  Thank you for taking the time to meet with us today and for your cooperation. [Company Name] is conducting an internal investigation to determine whether there has been a violation of company policy or the law. Specifically, EXPLAIN THE NATURE OF THE INVESTIGATION.  The company takes all such matters seriously and is obligated to conduct a thorough investigation.

The purpose of this interview is to gather all of the facts in order to accurately depict the events that led to this investigation. During the course of this interview, I will be asking you a series of questions and NOTE-TAKER NAME will be taking notes to memorialize the interview.


Interview Questions:
Tip: Develop standard questions that should be asked at the beginning and end of every interview, if applicable. In the additional spaces provided, insert the questions to ask during each interview; use the Additional Space section to take notes / write responses / document observed behavior from the interview.

	
	

	1.
	How long have you been employed by [Company Name] and in what capacity?

	
	

	
	


	
	

	2.
	How long have you worked with [complainant or accused] and in what capacity?

	
	

	
	


	
	

	3.
	[If the individual is aware of why you are meeting with them, you can utilize this question] Can you tell us how you became aware of the situation?

	
	

	
	


	
	

	4.
	Please tell us as best you can remember what was described?

	
	

	
	


	
	

	5.
	Type open-ended question here

	
	

	
	


	
	

	6. 
	Do you have any documents or emails related to this matter? [If so, make arrangements to obtain when possible]

	
	


	
	

	7.
	Do you know of anyone else who may have information related to this matter?

	
	


	
	

	8.
	Is there anything else relevant to this matter that I should know?

	
	


Closing:

I don’t have any other questions at this time; however, this investigation is ongoing and I may need to contact you in the future to ask you additional questions. I will give you my contact information. Please reach out to me if think of anything else that would be helpful to this investigation or if you become aware of new information.

[DOCUMENT REQUEST; INCLUDE IF APPLICABLE
As we discussed, please forward [LIST OF DOCUMENTS REQUESTED] to me by [AGREED DATE AND TIME] for review.]
I want to remind you to keep what was discussed in this interview confidential, and also that any retaliation against you for participating in this investigation will not be tolerated. If you feel that you are being retaliated against, please contact me immediately.

Thank you again for your time and cooperation and feel free to reach out any time with questions or concerns.
	Additional Notes:

	
	
	

	
	
	

	Signature of Interviewer
	
	Signature of Note-taker
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