User interview notes template
Template from Noter AI — https://www.noterai.net/templates/user-interview-notes-template
USER INTERVIEW NOTES

SESSION HEADER
Participant ID: [P07. Use an ID, not a name, in anything you will share.]
Date, time, length: [2026-08-19, 14:00, 47 minutes]
Study and session: [study name], session [7] of [12]
Interviewer / note-taker: [name] / [name, or "same person"]
Format: [in person / video call / phone]
Recording and consent: [file name or link], consent captured at [00:00:14]
Incentive: [paid, amount / not paid]

PARTICIPANT PROFILE
Role, organisation, time in role: [role and title] / [organisation and size] / [how long]
Screener answers that mattered: [...]
Context: [what their day actually looks like around this problem]

THE RESEARCH QUESTION THIS SESSION ANSWERS
[The one question. If you cannot name it, the session has no purpose.]
Sub-questions:
- [...]
- [...]



EVIDENCE LOG
Keep SAID and DID separate. What people say and what they do are different data.

Time         Said / Did    The exact words, or the behaviour you watched              Tag
[00:04:12]   Said          [Paste the sentence exactly as spoken. Keep the filler.]   [#tag]
[00:06:20]   Did           [What happened, with no reading of it.]                    [#tag]
[00:11:38]   Said          [A quote that answers a sub-question directly.]            [#tag]
[00:14:10]   Did           [A workaround performed while talking about something else.] [#tag]
[00:22:30]   Said + Did    [A contradiction. Both halves in one row so it survives.]   [#tag]

FOUR RULES FOR THE EVIDENCE LOG
- Fill the tag column AFTER the session, not during. Picking a tag live pulls you out of listening.
- A row is one idea. Two minutes of talking is three or four rows with three or four timestamps.
- Mark your own inferences: [I think she means the branch manager here]. Brackets mean "not evidence".
- Never fix their grammar. A non-native speaker's phrasing tells you which words they actually use
  for the thing. Change it and you have quietly replaced the participant with yourself.



SURPRISES
[What you did not expect. Write it before you rationalise it away.]

PAIN, RANKED BY THIS PARTICIPANT
1. [Worst thing, in their words]
2. [...]
3. [...]

WHAT I BELIEVE AFTER THIS SESSION, AND HOW SURE I AM
[Belief] - [confident / unsure] - [what would change my mind]

TAGS USED THIS SESSION
[#tag] [#tag] [#tag]

Written up automatically from a recording with Noter AI — https://www.noterai.net
