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Inlew/ewee Jeff Bentley, Accounts Receivable Manager
Tuesday, March, 23, 2000

Time: 1:30 P.

Place: Room 223, Admin. Bldg.

Subject:  Current Credit- Checkmg Policy

4ol 3 Gigei

Time Interviewer . Interviewee
Allocated |Question of Objective R

1 min. Question 4

After a new order is approved for credit and placed in the
file containing orders that can be filed, a customer mlgm
request that a modification be made to the order. Would
the order have to go through credit approval agam if the
new total order cost exceeds the original cost?

Follow-up

1to 2 min. |Objective
Open the interview:
« Introduce Ourselves
« Thank Mr. Bentley for his valuable time
« State the purpose of the interview-to obtain an
understanding of the existing credit-checking policies

1 min. Question
g/il)o are lhe individuals that perform the credit checks?
ollow:

1 to 3 mins.| Question 6

May | have permission to talk to those individuals to learn
specifically how they carry out the credit-checking process?
Follow-up

5 min. Question 1 X X
What conditions determine whether a customer’s order is
éuprovedfor credit?

ollow-up
5 min. Question 2

What are the possible decisions or actions that might be
taken once these conditions have been evaluated?

1 min. Objective
Conclude the interview:
« Thank Mr. Bentley for his cooperation and assure him
that he will be receiving a copy of what transpired during
the interview

21 minutes | Time allotted for base questions and objectives.

9 minutes | Time allotted for follow-up questions and redirection

30 minutes | Total time allotted for interview (1:30 p.m. to 2:00 p.m.)

General Comments and Notes:

Follow-up
3 min. Question 3
How are customers notified when credit is not approved
for their order?
Follow-up
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INTERVIEW REPORT

Interview notes approved by:
Person interviewed
Interviewer

Date

Primary Purpose:

Summary of Interview:

Open Items:

Detailed Notes:
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