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Your account of your client interview is one of the first parts of the final report that you will write.  Typically, such full detailed reports of your team’s early meetings about a design problem will not appear in the body of the report proper.  A full account of your client interview in the body of the report is likely to distract the reader from the main point of the report—your design!—and unnecessarily burden him or her with details that may be irrelevant.  

For that reason, your account of your client interview is placed in an appendix.  Appendices are used to hold detailed information that helped your team make key design decisions.  Appendices also allow a diligent reader to understand the reasoning that led your team to settle on your final design.

Some basic rules regarding appendices are as follows:

· Each appendix should contain only one kind of information.  For example, an appendix containing user observations should not contain information on your Internet research.

· Appendices are ordered by letters (e.g. Appendix A, B, C…) and should be listed in the same order in which they appear in the report.

· Appendices should always be introduced by a brief paragraph explaining the kind of information the appendix contains, its purpose, and how it was derived.  

What is the Client Interview Appendix?

The Client Interview Appendix documents three things:

· Contextual information about the meeting (date, time, location, duration of the meeting, attendees)

· Information gathered at the meeting

· How the team understands their mission and client expectations, based on information they received from the meeting

The appendix should not be a simple transcription of notes that you took at the meeting.    Rather, the information you gathered should be presented in coherent categories, so that a reader can quickly find any information that he or she is looking for.

The following tips can help you create an easy-to-read format for your Client Interview appendix:

· Provide background information first.  Information on the context of the client interview, whether provided in memo or paragraph form, should be listed before anything else.

· Describe the client’s expectations and understanding of the design problem.  This section has two functions.  First, it helps make sure that everybody on the team understands the design problem and the client expectations in the same way.  Second, it gives the team a foundation for thinking about how—or if!—they can meet all the client’s expectations, or whether the client’s expectations or understanding of the design problem seem correct or whether the team may need to redefine the problem so as to tackle it effectively.

· Follow that with a breakdown of the kinds of information you received. Review the project definition to help you think about how to categorize the information.  Categories might also include information on user characteristics, products already on the market, constraints on possible designs and so forth.

· Conclude with action items.  Sometimes you may have no action items whatsoever.  At other times, however, you and the client may agree on future meetings or other actions to be taken by the client, team, or both.














































� This guide is intended as a supplement to (not a replacement for) information found in Engineering Design and Communication: Principles and Practice (2007).  Issues raised in this guide are discussed in greater depth in Chapter 2.
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