
Stakeholder Interview Guide 

[Solution or Project Name]
Project Background

As part of the effort to develop the [Solution Name], we are conducting interviews with key stakeholders.  The primary purpose of these interviews is to understand your needs, preferences, desired outcomes, and behaviors with respect to accessing and sharing the information we will host in our collaboration portal and to ensure that the collaboration solution we develop for our team(s) is effective and integrated efficiently into our business processes.  We seek to incorporate your feedback into a solution that you will find valuable and compelling.
Objectives
Some of the primary objectives for the [Solution Name] project include the following:
· Describe the business objectives for the solution.  These will vary for each organization and should be defined in terms that are meaningful to the business, not just IT.
Interview Questions
Below are a set of questions to consider prior to the interview.  These questions provide a sense of the information we are looking to gather.  We are essentially trying to determine how you currently share information, both inside the company and with external partners.  We will use these questions to guide a discussion with you on what the [Solution Name] portal should accomplish for your team.  We are providing these questions so that you have an opportunity to focus your ideas before the interview.
Information Sharing
General

· How do you share documents and other information today?  With your work team?  With others? (e-mail, LAN folders, “snail” mail, walking around, etc.)
· When you are looking for best practices or work that someone else might have done already, what sources of information do you currently use? 

· What information do you produce that you share with others?

· What information do you use that you get from other groups or departments?  What would you like to be able to get?
· Do you go to external sources (outside the company) to help you do your job?
· Do you share content/documents with external partners or customers?  If so, in what context?  Please describe the type of documents you share and what type of access each partner or member of the team has to these documents.

· Do you travel for your job or work off-site?

· Do you ever need to work with content “offline?”
· What are the computer applications that you use most regularly?  
Content Organization

· How are your documents currently organized (personal and group)?  (Think about the folder structure on your shared drives.)  
· What attributes do you use to classify your documents for subsequent retrieval? 
· What types of challenges do you face sharing knowledge and expertise (e.g., privacy, technology, incentives for sharing)?
Content Security

· In your area of work, can all users see and access all documents or does access need to be restricted?  For which content?

· What type of security does your work group need?
Collaboration and Workflow
· Does your team create documents that need to be edited and/or approved by someone else before being finalized and/or shared with others?
· What types of standard work processes do you follow that have an impact on how you create and store documents and how your team collaborates or interacts with other teams?
Culture and Process

· Are there any security restrictions on sharing information?  How are you affected by these restrictions?

· Is there an approval process for information you might share in [Solution Name]?
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