Framing the Interview: What You
Have The Right To Do

* Set ground rules for the interview in advance
(e.g., location, length or subjects you can't
discuss).

* Say “I don't know” or “I need to confirm”
before making a formal response.

* Be properly introduced if you're appearing on
a show.

* Have your responses portrayed without editing
that changes their meaning.

* Conclude the interview after a reasonable time.

Being Prepared

* Know the interview format (e.g., phone call,
virtual or in person).

* Anticipate what questions will be asked.

* Know your subject.

* Develop key messages.

* Keep it simple.

Developing Meaningful
Messaging

* Use no more than 3-4 key ideas at a session.
* State your position concisely.

* Use simple language.

* Use repetition to get your point across.
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Being a Good Interview
Subject

* Be positive.
* Be specific.
* Be credible.
* Be human.

* Be quotable.
* Be calm.

Answering Tough
Questions

* Reject leading questions.

* Redirect to your key points.

* Repeat question back for
clarification.

* Avoid “no comment.”

* Don’'t repeat misinformation;
only restate facts.

* Use “I'll check on that and get
back to you.”

Confronting Your Errors

* Avoid “we didn’t do anything
wrong/not our fault.”

¢ Clearly own the mistake; focus
on how you're preventing future
errors.

* Tell the truth in a timely fashion.



DO’S AND DONT’S

0 DO:

* Be responsive. Answer the question or tell them why you're not.

* Be truthful, without divulging confidential information.

* Speak in human terms.

* Use key messages and keep them short and simple — be quotable.

¢ Listen to the entire question before answering. Ask for clarification if needed.

* Be prepared to follow your initial response with specific support points—examples, facts or statistics.

* Take time for needed explanation and context.

* [f the question contains false information or an incorrect assumption, tactfully correct the interviewer
before you answer.

* Say what you have to say, then stop.

* State your answer positively and constructively, regardless of the reporter’s tone.

* Use anecdotes to illustrate points, if appropriate.

* Provide strong visuals and numbers.

* Show emotion.

* Admit if you don't know the answer and follow up with the reporter soon after.

* Invite the reporter to call back to check facts after the interview.

Q DON'T:

* Speculate. If you don’t know, don’t guess.

* Respond to hypothetical questions.

* Say “no comment” without providing a brief explanation about why you can’t do so.

* Criticize the questions.

* Respond sarcastically, as a reporter could take you literally.

* Don'tfill the silence.

* Evade or stall. Be direct.

* Avoid technical jargon and acronyms.

* Argue with the reporter or get irritated or angry. Deflect and pivot to key messages instead.
* Allow your body language or poor eye contact to give you the appearance of avoiding questions.
* Repeat objectionable questions just to deny it.

* Respond to secondhand information.

* Ask the reporter or interviewer not to use the information you have provided.

* Withhold information that is publicly available.
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