Sample Reference Interview
You can modify and use these questions to help guide your users through the information inquiry process. Help them help you!
Please complete the following questions carefully. Doing so will help the corporate library staff find the most relevant information and best resources to complete your project on time. Thank you for helping us to help you!
Your name:
Your department: 
Your professional title:
Your phone:
Your email address:

Deadline? 

We respond to all inquiries as soon as possible. Please provide a specific date if you are working on a time-sensitive project.
Question to be answered? 

Be as specific and descriptive as possible.
How will this information be used? 

Will it be used as part of an executive presentation to shareholders? Is it background needed for strategic decision-making? Your answer will help us focus on the right types and sources of information.
How current must the information be? 

What do you already know about the topic? 

Answering this will help us focus on the information that you are missing.
What resources, if any, have you already explored? 

If you did an Internet search, what search terms did you use? 

How much information do you need? 

Help us understand the scope of your project. Do you need details? Will summary-level information suffice? Do you need data that spans years, or a day? 
Does the information need to be provided in a certain format? 

List any special requirements or constraints that we should know about: 
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