Interview Notes

Remember to bring notepad, pen, and current contract to meeting. Explain the Investigatory
process to the union member and go over the list of do’s and don’ts with them before the

meeting,

Name of member:

Contact Number: Email:
Place of meeting: Date/Time:
Those in attendance for Management:

Name: Title:
Name: Title:
Anyone taking notes for management:

Those in attendance for MEA:

Name: Title:
Name: Title:

Meeting subject/ Purpose:

Discussion/ Q&A:




Follow up meeting Scheduled: Y___N__ If yes when:

Plan/Next Steps:

Attach any other documents dealing with this meeting with this document:

Ask for copies of any information that management has collected including
witnesses to event, witness statements, Key dates, any reports or complaints.



