
Skype Interview Planning Checklist    
Skyper’s Name__________________________
Check when
Completed       Points    Task

 _____________ (5) Name of organization to be contacted _____________________________

_____________ (5) Name and title of desired interviewee ______________________________

_____________ (5) Name of person contact in the office _______________________________

____________ (20) Contact the office of whom you would like to interview.

		Address if contact by visit_____________________________________________

		Email address ______________________________________________________
		              Print email address clearly
		Telephone number of contact__________________________________________

____________ (20) Get the Skype name of the person you want to interview or someone in that office that will interview on Skype.

____________ (20) Go on Skype and ask that Skype name to include you on their contact list.  You could send a message with that request that includes a future time to Skype. 
 
____________If the Skype message system does not get you a time to Skype that person you may want to email that person requesting a time to Skype.

____________If the email does not work, you can call on the telephone to schedule a time to Skype.

____________ (15) Skype scheduled date (mm/dd/09) ________________________________

____________ (5) Skype scheduled day of week and time _____________________________

____________ (5) Date you confirmed and accepted connection before the scheduled Skype date
 
                                                                                                   ___________________________ 

Total         _______%

