Media Interview Worksheet


Who Called: __________________________________      Organization: _____________________________

Date/Time: ___________________________________       Deadline: _______________________________

Phone: ______________________________________         Fax: __________________________________

E-mail: ______________________________________

Wants to discuss:  _________________________________________________________________________
 _________________________________________________________________________________________

__________________________________________________________________________________________

Reporter’s knowledge of this subject seems to be: ________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Your Messages on This Subject: _____________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Questions I Expect to be Asked and My Key Points to Each Question:

1. __________________________________________________________________________________

2. __________________________________________________________________________________

3. __________________________________________________________________________________

4. __________________________________________________________________________________

5. __________________________________________________________________________________

Three Questions I Hope I’m Not Asked & the Points I’ll Make If I Am Asked Those Tough Questions:

1. __________________________________________________________________________________

2. __________________________________________________________________________________

3. __________________________________________________________________________________

When a reporter calls… you need to know:

1. What he/she wants to know and how you can help.

2. The nature of their story.

3. Their deadline, their phone and fax numbers.

4. What they seem to know about the organization and the subject at-hand.

Arrange to get back to them.

Never





Always

Never “wing it”



Always collect your thoughts and control the interview

Never speculate



Always stick to what you know

Never talk about competitors

Always talk about your organization

Never manipulate the facts


Always be candid

Never lose it




Always keep your cool

Never use jargon



Always be conversational

Never go “off-the-record”


Always assume you’ll read it if you say it

Never think short term


Always think long-term

Never be afraid to say “I don’t know”

Checklist For This Interview:

· One of our experts needs to sit in.

· Our messages are clear.

· Questions have been anticipated.

· Answers have been discussed.

· We should participate in this story.

· I’m ready.
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