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10-2 Interview Checklist 
1.	Create a checklist that you will use for your interview attire. Use the form on the next page of this document. This will help you prepare for the interview and remember important details. Add any other items that will help you prepare for the interview.

2.	Create a checklist that you will use for materials to take with you to the interview. Use the form on the next page of this document.
 
3.	Save your Word document as FirstnameLastname_InterviewChecklist.docx (i.e., JohnSmith_ InterviewChecklist.docx).


Interview Checklist
For each of the following, write down the specific item you will use for the interview. 
Attire
1. Suit					__________________________________
2. Shirt/blouse				__________________________________
3. Shoes					__________________________________
4. Jewelry				__________________________________
5. Watch					__________________________________
6. Coat					__________________________________
7. Umbrella				__________________________________
8. Other					__________________________________
9. Other					__________________________________
10. Other					__________________________________

For each of the following, write down the specific item you will bring with you to the interview. 

Materials
1. Professional bag			__________________________________
2. Hard copies of résumé 		__________________________________
3. Pad of paper				__________________________________
4. Pen					__________________________________
5. Notes from your company research	__________________________________
6. List of job requirements 
compared to your experience, 
qualifications, and skills		__________________________________
7. Prepared questions for the 
interviewer				__________________________________
8. List of references			__________________________________
9. Appointment calendar			__________________________________
10. Business cards				__________________________________
11. Personal portfolio			__________________________________
12. Other					__________________________________
13. Other					__________________________________
14. Other					__________________________________
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