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       30 Tips & Suggestions on Working with the Media

1. Know the reporter’s deadline and always attempt to meet it.

2. Tell the truth.

3. If you don’t know, say so.

4. If you can’t find out, say so.

5. Never say “no comment.”

6. Remember that nothing is ever 100% “off the record.”

7. Return all phone calls; don’t refer media calls to other numbers.

8. Be available, be responsive.  Make sure media have your home numbers.

9. Be a “gate-opener,” not a “gate-keeper.”

10. Be a source, not just a salesperson.

11. Provide your contacts with facts and information they might not otherwise receive, and help steer them to other sources/information.

12. Don’t overload the media with marginal information and constant contact. Be judicious.

13. Never violate a trust.

14. Never ask for special favors or treatment.  Never provide any special treatment.

15. If there is an error or disagreement, state your case rationally and calmly.  Always keep your cool.

16. Saying thank you is permissible.

17. Don’t be afraid to ask the reporter questions about the subjects to be covered in an interview.

18. In advance of an interview, anticipate the questions the reporter is likely to ask, and make sure that you have accurate and effective answers.

19. Always have a central message or theme to convey to the public.  Use every question as an opportunity to address your agenda as well as the reporter’s.

20. Take time to educate the reporter.

21. During an interview, place your most important points at the beginning of each response where they will be clear and isolated.

22. Never attempt to “wing it.”  Adequate preparation is the key to a successful media interview.

23. Don’t get drawn into responding to hypothetical questions.  Stick to the facts as you know them.

24. Resist the temptation to fill silences with words while being interviewed.  Answer the question and then stop talking; don’t ramble on.

25. Don’t use jargon or acronyms that are unique to your organization. Use laymen’s language.

26. Don’t accept a reporter’s facts or misinformation.  Make appropriate corrections for the record.

27. Then answering negatively worded questions, don’t repeat the negative words.  Respond in a positive way, using your own words.

28. Don’t feel pressured to respond immediately to a difficult or complex question.

29. After an interview, offer to answer follow-up questions, or clarify points made during the interview.

30. Consult with other public relations professionals as needed.
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