
 
 
 

1 
 

FPA Chapter Policies and Procedures Manual 
Media Interview Tips 

Public Relations  
Last Updated: November 23, 2009 

Tips for the Interviewee 
 

Remember: A reporter’s job is to tell a story. They will notice –and potentially incorporate 
into a story-- mannerisms, clothes, attitude and presentation. Be polished, truthful, 
conversational and approachable.    

 
Nothing is off the record 
? Even if the reporter says it is, it isn’t! 
? No jokes, no swearing, no off-color remarks. 
? Regardless of your level of comfort with a reporter, things you say will come back to 

haunt you. Usually in print, or worse, online and viral. 
 

Stick to your key messages 
? Repeat them several times during an interview (not verbatim – make them 

conversational). 
 

Be in a good mood 
? If you’re cranky, it shows. 
? Don’t sound rushed. 
? Don’t ever interrupt the interview unless it is an absolute crisis. 

 
Keep an even tone of voice 
? It’s OK to get excited in a positive way, but don’t rant or shout. If you talk fast, slow it 

down. 
 

Be concise 
? Answer the question directly – No tangents. Reporters are looking for good quotes or 

sound bites – the longer it takes you to describe something to them, the harder it is to 
pull a concise statement.  

? Take a second before answering and make sure you know what you’re going to say 
before you say it. 

 
Give examples 
? Don’t just give rehearsed “company lines”. 

 
Keep information simple 
? Reporters generally prep quickly before conducting interviews so they will not be as 

familiar with your information as you’d think. 
? Don’t be condescending. 

 
Don’t get riled 
? If a reporter focuses on something negative or makes a jab, take the high road and stick 

to your messages. Never get defensive. 
 

Don’t embellish 
? Stick to accurate facts and information that you can back up. 
? If you don’t know the answer either say you don’t or tell them that you’re not sure and 

you’ll check on it and get back to them. (And then make sure you do!) 
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Avoid talking about your competitors/opponents  
? Even if you have opinions, keep to what you know best. If asked, say something like: 

“I’m not as familiar with their approach, but we feel ...” or “We differ from them...” 
 

 


