Interview Plan
Introduction
The introduction summarizes the succession planning process and the role of the interview plan.  This section also includes objectives, approach, and timeline for the interview plan.
Audience Selection

Ideally the entire organization should be interviewed.  Realizing that this may not be practical or timely, there are two options.  One option is to conduct a random sample interview of individuals doing the same work.  A second option is to target those individuals conducting mission critical work (see mission critical roles).  The focus for audience selection must be on the job roles, the work performed, and skill level needed to be successful, not the individual’s title

Communication of the Interview Plan

Proper notification about succession planning and the interview plan are essential to hosting successful interviews.  The interviewees need to know why they were chosen, why they are there and how the information will be used.  This information should be known and understood before they are interviewed.  The trickle down method of communication is dependent upon the individual layers of management.  One way around this is to get the appropriate management support to contact the interviewees directly through electronic medium or in a briefing.
Conducting the Interview

Listening can be more important in gathering good information than the questions that are asked.  Listening is often a challenge for people in general conversations. There is a tendency to be preparing a response to statements without listening to all of the comments.  There are several approaches that will help the interviews to be successful.  Employ an interviewer and a note taker.  That frees the interviewer up to listen and ask follow up questions leaving the note taker the responsibility to capture the conversation.  Using a member of the unit has plusses and minuses.  The plus is that the interviewer is likely to have a better grasp of the content and knowledge of the interviewee.  On the other hand, the interviewer from the unit may have biases about the organization or interviewee that taint the interview response or interpretation.  Whether the interviewer is internal or external to the unit, the person should have good interviewing skills.  Careful consideration should be given when identifying the appropriate interviewer. 
Documenting the Interview

Using the suggestion of having someone serve as a note taker during the interview will be a great help in providing accuracy of the documentation and the speed at which it the information is made available.  All of the notes should be available for the analysis and for potential use in the report appendix.
Analysis

Before drafting the analysis, meet with all of the interviewers and note takers to get their perspectives.  Avoid group think.  Encourage everyone to speak up and to cite both impressions, and observations with data to back up their statements.  Quantify as much of the information as possible by summarizing trends, identifying frequency of types of responses by number and percent.  Focus on commonality, but don’t forget to mention outliers of data.  Get one or two others involved in the plan to review the analysis.
Summary

Depending on the size and complexity of the interviews, this can also be an executive summary or a short summary of the plan and results. 
Recommendations
End the document with recommendations that are clearly stated and to the point so that they are not easily subject to interpretation.  Next steps may be included in the recommendations
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