JOB SEARCH:  Interviewing a Professional:  
PRE-Interview Questions Memo
QUESTIONS LIST:
· before the interview
· Draft a list of questions you plan to ask your interviewee.

· Submit these to me in a memo.

· LCCC memo template

· addressed to me

· Abstract:

· Purpose St. 

· why you are writing this memo

· identify the interviewee (full name, position)

· mention the interview’s planned date, time, & location (or medium)
· mention what is to follow 
· (Below are…, The following is…)
· types of questions (based on the “Suggestions” sheet)

· Body:

· heading

· numbered list of your questions

· place them in a logical, coherent order (see above)

· Conclusion:

· what information and/or insight you hope to obtain from such questions

· further contact info


10-15 questions


no fewer than 10 questions








