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Information-Gathering Techniques 

An overview:
• Interviewing users and other stakeholders
• Distributing and collecting questionnaires
• Reviewing inputs, outputs, and documentation
• Observing and documenting business procedures
• Researching vendor solutions
• Collecting active user comments and suggestions



Interviewing Users and Other Stakeholders 

• Prepare detailed questions
• Meet with individuals or groups of users
• Obtain and discuss answers to the questions
• Document the answers
• Follow up as needed in future meetings or interviews



Interviewing Users and Other Stakeholders 
• Themes for Information Gathering Questions:
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Interviewing Users and Other Stakeholders 
Question Types:
• Open-ended questions 

 “How do you do this function?”— encourage discussion and explanation.

• Closed-ended questions
 “How many forms a day do you process?”—are used to get specific facts.

Focus of Questions—Current System or New?



Interview Organisation
• Preparing the interview

 Establish the objective
 Determine who to interview
 Compile detailed questions 
 Make final interview 

arrangements and communicate to 
participants 

• Conducting the interview
• Following up the interview



Interview Organisation
• Preparing the interview
• Conducting the interview

 Plan ahead, arrive early
 Time management
 Look for exception and 

opportunities to ask “what if” 
 Probe for details
 Take careful notes 

• Following up the interview



Interview Organisation
• Preparing the interview
• Conducting the interview
• Following up the interview

 Absorb, understand, and document the information
 Resolve “what if” questions  
 Make a list of new questions for the next interview

Sample open-
items list:
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