EX6


CELT Exercise 6:  Interview Checklist

	Interview Element
	Comments

	1. Explained audit purpose?


	

	2. Explained interview objectives?


	

	3. Questions clear, concise, objective, asked in logical order?


	

	4. Interrupted or debated?


	

	5. Monopolized conversation?


	

	6. Finger drumming or other disruptive habits?


	

	7. Eye contact?


	

	8. Verbal or non-verbal cues to indicate interviewee’s responses were heard and respected (e.g., nodding, “I see”, mirroring)?


	

	9. Verified or clarified information via paraphrasing or summarizing?


	

	10. Follow-up questions?


	

	11. Maintained composure?


	

	12. Obtained required information?


	

	13. Provided quiet time? 


	

	14. Closed meeting properly?


	



