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Chapter 4.  Personal Interviews

Table of Contents

1. General Guidelines for Conducting Interviews  ……………….……….………… 4-1

2. Waiting Area  …………………………………….…….………………………… 4-3

3. Interview Area  ……………………………………………………..……………. 4-4

4. The Interview Process   …………………………………………..………………. 4-5

5. Tips for Successful Interviewing   ………………………..……………………… 4-8

6. Dealing With Unruly or Threatening Behavior   ………..……………………….. 4-9

7. Handling Informal Claims   …………………………..………………………….. 4-11

4-2
4-i


