Incoming/Exiting  Worksheet 

Desk Audit
Name of person being interviewed: _____________________________________________


Name of interviewer: _________________________________________________________ 
	Major  job responsibilities
	Time it takes to do the tasks 
	How often?

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


