Template for the Individual Assignment, Part 1
Overview
Note to interviewer:  Notes to you will be in plain, “regular” font (no italics, no underline).  The text that you will, in some form, read to your participant will be in italics.  Sometimes this text is placed quotes to indicate that you should stick fairly closely to the words (translated as necessary) within the quotes.
Select a project.

Estimated duration:  20 minutes.

Selection of a project should be done prior to the first interview – either over the phone or in a brief (10 minute) meeting.  The selected project will influence interview location.  Interviews should take place in the location where the participant typically works on the project.  

Example:  If the project is work-related and if the participant typically works on this project in a conventional office at her/his place of work, then you will want to schedule the interviews to take place at the workplace too.  If this requires special approval (e.g., of the person’s manager) or some special review at the participant’s company, you may want to pick another project.  
At any point in time, most of us are working on several different projects.  Some of your projects are work-related (e.g., “complete annual report”);  some of your projects are not work-related (e.g., “buy a new car”).  Some of your projects are part of a larger project involving other people (e.g., “submit a plan for re-structuring my group as part of the larger company re-organization” or “get legal advice as part of my work on the board of directors for our condominium”).  Some projects are very similar to other projects you have done (e.g., teaching or taking a course this year or making travel plans for a conference this year may be very similar to what you did last year).  Some projects may seem new and unfamiliar.

Projects are related to but different than tasks.  Examples of tasks include “make plane reservations”, “return phone call”, “check email”.  A task typically takes from a few minutes to several hours to complete.  Projects are “bigger”.  A project can include any number of tasks and subprojects.  A project typically takes from several days to several years to complete.
1. Please list from 3 to 10 projects that you are currently working on and that you would be comfortable talking about.

Project name

Project name

Project name

Project name

Project name

Project name

Project name

Project name

Project name

Project name

Now, let’s pick one of these projects.  Again, let’s pick a project that you are comfortable talking about and that I can “take pictures” of.  Ideally, this should also be a project that: A. you have just begun to work on.  B.  will take at least another 4 to 6 weeks to complete.

1b.  Selected project’s name

2. Now please say a little more about this project.  

<Put 2 or 3 sentence project description here>

3. When did you begin working on this project?
4. When do you expect to complete most of the work on this project?

5. Is this project A. Work-related.  B. Personal.  C. Other?              Ask them to explain.
6. Where do you most often work on this project?  A. At my workplace which is                              B. At home.                              (Which room?)  C. Other.  Explain:

7. Does project involve other people?      Explain.

8. Is this project similar to another project you have done before? Yes  No.  

9. If yes, please describe this other similar project. 
Background Questions

Estimated duration:  10 to 15 minutes.

Ask background questions at the beginning of the first session.

All sessions should take place in the space where the participant typically works on the selected project.  

Get consent form signed (if you haven’t already).

For each background question, simply read to the participant and note their answer (by filling in or circling alternative).

10. Gender: Male
Female
11. Approximate age:  less than 20,  20 – 29; 30 – 39; 40 – 49; 50 – 59; 60 – 69; 70 or older.

12. Occupation:

13. Make and model of primary computer.  Other computers used at least once a week?
14. Operating system & current version (e.g., Windows XP, Mac OS X 10).
15. Primary word processing program.    

16. Others?

17. Primay email application.  

18. Others?

19. Primary web browser.

20. Others?

A little more about the project

Estimated duration:  15 to 30 minutes.

21. For the project you selected: <project name>. please say a little more the goals of this project.

22. Are there any major conditions or constraints?    Please describe.

23. What is the current status of this project? What have you done already?

24. List some of the “things” that need to be completed (tasks, subprojects) and decisions that need to be made in order to complete this project.

25. Please try to “draw” the project as you see it with your “mind’s eye”.  Use a piece of paper or a whiteboard as you prefer.  Can I take a picture?  <put picture here>
Project-related views

Estimated duration:  30 to 40 minutes.  7 to 10 minutes per information form (paper documents, electronic documents, email messages, web references).
Paper Documents.

26. Please briefly describe the layout of paper documents that relate to the selected project.

27. Can I take a picture?  <put picture here>
28. How satisfied would you say you are with the way you manage your paper  documents that relate to the selected project, on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).

Electronic Documents.

29. Please briefly describe the layout of electronic documents and other files that relate to the selected project. Include your use of “My Documents” and the desktop (if you use).

30. Can I take a picture of this organization? Ask participant to expand the folder organization for the project as far as possible.  If participant uses MS Windows, use the “Folder” view of the Explorer pane (left-hand pane of the Windows Explorer) to display the folder hierarchy.  <put picture here>
31. How satisfied would you say you are with the way you manage your electronic documents that relate to the selected project, on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).

Email messages

32. Please briefly describe the layout of email messages that relate to the selected project.

33. Can I take a picture of folder organization(s) you’ve created for project-related email messages? Ask participant to expand the folder organization as far as possible.    <put picture here>
34. How satisfied would you say you are with the way you manage your email messages related to the selected project, on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).

Web references

35. Please briefly describe your organization of web references that you keep for the project including “Favorites” or “Bookmarks”, “Links” and other ways of organizing web references for later use.

36. Can I take a picture of the folder organization (if any) that you’ve created for your project-related web references?  Ask participant to expand the folder organization as far as possible.    (applies mainly if participant uses some form of book-marking like “Favorites” or “Bookmarks”.)  <put picture here>
37. How satisfied would you say you are with the way you manage your web references that relate to the project on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).?

Top-level views

Complete only as time and energy (yours and your participant’s) permit.

Estimated duration:  30 to 40 minutes.  7 to 10 minutes per information form (paper documents, electronic documents, email messages, web references).  
Paper Documents.

38. Please briefly describe the layout of paper documents in this room.

39. Can I take a picture?

40. How satisfied would you say you are with the way you manage your paper  documents, on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).

Electronic Documents.

41. Please briefly describe the layout of electronic documents and other files on the computer where you do most of your work related to the selected project. Include your use of “My Documents” and the desktop (if you use).

42. Can I take a picture of the top level folder organization you’ve created for these electronic?

43. How satisfied would you say you are with the way you manage your electronic documents, on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).

Email messages

44. Please briefly describe the layout of email messages  in the email account where you do most of your work related to the selected project.

45. Can I take a picture of the top level folder organization you’ve created for these email messages?

46. How satisfied would you say you are with the way you manage your email messages in this account, on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).

Web references

47. Please briefly describe your organization of web references including “Favorites” or “Bookmarks”, “Links” and other ways of organizing web references for later use.

48. Can I take a picture of the top level folder organization (if any) that you’ve created for your web references.  (applies mainly if participant uses some form of book-marking like “Favorites” or “Bookmarks”.
49. How satisfied would you say you are with the way you manage your web references on a scale from 1 (extremely dissatisfied) to 7 (extremely satisfied).?

Other comments and observations.
How does the participant’s organization of and approach to information compare to you own?

