Meeting Record - Establishing the Facts
	Date: 

	People Present & Title: 


	Meeting start time:

	Meeting end time:

	Place of meeting:


Use Who, What, Where, When, Why, How questions to ascertain the detail from the interviewee 

      Margin                   Record of meeting – questions asked and responses given 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Continuation Sheet

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Signature of Interviewee:
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