Steps to a Successful Media Interview

1. Determine what your three key messages are.  Make them short and concise.  If you try to communicate more than three, your audience will not remember them.
2. If you could write the reporter’s story, what would be in the first three paragraphs?  That is how you determine your key messages.

3. Write down every key message you can think of, then go back and eliminate all but three. Make them informative, not a sales pitch.
4. Once you have the three messages written down, then commit them to memory.  Try to sum them up in 30 seconds.  This is especially important for television news interviews where the average sound bite has shrunk to 8 seconds.

5. Repeat your messages often, using different phrases or examples.
6. Avoid big words or jargon.  You’ll seem pompous and turn off the audience.
7. Think through possible questions a reporter may ask, and what your response would be. Really listen to the reporter’s question, respond to the question as honestly as you can, then bridge back to your message.
8. Forget researching dozens of facts.  You already know far more about the subject than your audience.  Just concentrate on making the key message points.  
9. Repeating the key message points word for word each time isn’t important.

10. If a reporter asks a question you think is stupid or uninformed, don’t worry.  You’ll have a greater chance of having your messages used.

11. Don’t guess.  If you are unsure, say so.

12. Nothing you say is ever really off the record.  Ever.

13. Regularly read the publications in which you expect to be quoted.  Ditto for TV news and radio shows. Analyze your quotes when they’ve been used to determine whether you want to change them or keep them.

14. Never be sarcastic in an interview.  Be confident and sincere.
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15. Do not ask a reporter if you can review his or her story before it prints.  It is okay to ask when it will appear (or air, if broadcast).
16. Never say “No comment.”  

17. Consider giving the reporter a fact sheet with your key message points and statistics.

18. In an interview, use data sparingly but feel free to use anecdotes or analogies.

19. Devote the time to proper preparation.

20. Do your homework and continuously review and/or refine your messages.  
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