DOING AN INTERVIEW: PREPARATION
Interviews are a great way to get your story out to the public as well as educate the press about your issue. Remember that information disclosed during an interview is “on the record”.
· Interviews can be in person, over the phone, conducted as a live or taped radio or TV broadcast, or done by email or messaging
· If the interview is with a print or online journalist, read their articles or site beforehand
· If the interview is on TV or radio, listen to or watch the show beforehand to get a sense of how the journalist approaches an issue
· If the interview is tied to current news, be prepared to make connections
· If the interview is telling a personal story, let the interviewer know in advance if there are identities that need to be disguised or topics that are off-limits. 
· Find out if possible the questions the journalist will be asking, although the journalist may not stick to the script
· Provide the journalist with background material and suggested questions
· Develop and practice stating the 3 key points you want to make succinctly!
· Prepare by practicing answering questions. If possible, do an audio or video tape of the session and review it
· Practice referring to your organization by name
· Prepare by practicing how to deflect question you don’t want to or can’t answer: “Great question, but what I’d really like to talk about is....” or “Great point, but the real issue is....”
· Practice being comfortable with silence and stopping after answering a question so you don’t say something you don’t intend to say.
· “Ground” yourself immediately prior to the interview. Vocal warm-ups, deep breathing or meditation, put two feet on the ground - whatever works.
· If doing a phone interview, open up any materials/websites you may need on your computer
DOING AN INTERVIEW: THE INTERVIEW
· If the interview is over the phone, ask the journalist if the journalist is taping the interview for accuracy and whether you can also tape it
· If the interview is done in a studio, ask if you can get a tape of the show 
· Turn off cell phones
· Review with interviewer the pronunciation and spelling of names
· Remember what you practiced. Keep to your main messages.
· Speak clearly and do not use jargon. If you use a term specific to your work, define it within the sentence.
· If you don’t know an answer, don’t invent one
· If the interviewer says something inaccurate, politely correct
· If the reporter asks for information during a phone or non-broadcast interview, get it to the reporter as soon as possible. This builds credibility and positions you as a resource. 
· If you want the reader/listener/viewer to do something, state it –such as go to the website – and explain why
· For TV interviews – look at the interviewer or where you are directed to look, not at the camera
· For TV interviews - dress comfortably and appropriately. Don’t wear white or complex patterns. Wear non-reflecting glasses to avoid glare and long socks so ankles don’t show when legs cross. If wearing foundation, don’t forget to do your neck.
AFTER THE INTERVIEW
· If you haven’t already done so, collect contact information for media database
· Write up notes on the interview itself – points made, points missed, tone of interview
· Write up notes on the interviewer and producer for future interviews
· Write thank you note to interviewer
· If tapes or a hard copy of the interview is available, request it
· If there are upcoming story ideas which the interviewer could be interested in – let that person know.
WHEN THE INTERVIEW BECOMES PART OF A STORY
· If there are corrections or points needing clarification, always let the interviewer know. Particularly with print interviews, a copy editor may alter or juxtapose a quote, which can changes the meaning of your position. This may yield a correction statement, more accurate on-line story, or new story.
· Post story with interview (showing your organization in positive light) on website and other social media
· Highlight in newsletter
· Share with relevant funders
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