Broadcast Interview Fundamentals Checklist:
Preparing for the Interview:
___1.  Carefully research                          

___2.  Be sure interview topic is of interest or importance to the audience.

___3.  Limit the number of topics so they can be discussed in-depth.

___4.  Plan some open-ended questions in advance.      Do NOT submit questions in advance.

___5.  Write out or at least make notes on the introduction and the conclusion.  

The Interviewee:
___6.  Make your interviewee “feel at home;”  establish a comfort level.

___7.  Establish interviewee’s credentials at the star,    Occasionally and indirectly re-establish interviewee’s name and credentials.

___8. Remember that the interviewee is the star and the expert.

___9.  Avoid pre-interviewing.  Try to keep pre-interview discussion to icebreaker topics.

Conducting the Interview:
___10.  The interview should be a “conversational discussion.”  Do not just make it questions & answers.

___11.   Try to establish a “nonthreatening atmosphere.” 

___12.   The most important skill to use in an interview is to LISTEN (& show appropriate interest).

___13.   In general, base questions and discussion on guest’s statements. Use follow-up questions.

___14.   Build each interview toward a high point or climax.

___15.   Do NOT interrupt with meaningless comments or sounds or fake laugher or “uh-huhs,” etc.

___16.   Point up and emphasize important answers, but don’t “parrot” the interviewee’s answers.

___17.   Stay calm and focused, even if interview is not going well.        Keep control of the interview.

___18.   Make logical, smooth transitions to new subjects.

___19.   Always be ready with your next question or topic, but don’t let it distract you from what the 

              interviewee is saying, and don’t stick to your questions if there is a better topic to follow up.

___20.  Do not ask more than one question at a time.  Stick to one topic at a time.   Keep it simple.

___21.  Make questions simple, brief and to the point, but don’t come off as rude or disinterested.

___22.  Avoid closed questions which result in yes/no answer or which result in very brief or one word answers.
             Instead, strive for all open-ended questions which result in short “essay type” answers.

___23.  Avoid obvious questions.  Avoid predictable questions.   There is no point to an interview if the audience already knows the information or

              can easily get it elsewhere.  Strive for info, insights, emotions, etc. that the audience would not know or experience without your interview.

___24.  Do NOT answer the question as you ask it.  

___25.  Do NOT use the questions or the interview to make yourself seem like a star or an expert.

___26.  Question jargon or terms the audience might not understand. Request clarification for anything your audience might not “get.”

___37.   Ending the interview:  Before ending the interview, ask the guest whether he/she has anything  else to add.   Then, do not say things 

              like, “Our time is up..,” but find a more subtle and smooth way of making it clear to the guest and audience that the interview is ending. 

Additional Advanced Interview Tips From Various Professional Sources:
· Don’t be rigid with your prepared questions.  LISTEN, and go with the flow.  The answers will dictate the direction of the interview, although never lose sight of your interview goals.

· Learn to interrupt when necessary, but to not intrude.  If an answer is too long, pick a natural spot to “slip in” (between thoughts, at phrase endings, at breath points, etc.)  In a long “monologue” answer, grab the interviewee’s point, feed briefly back as you lead into your next question.

· The interviewee might “recite” well thought out answers.  Use follow up questions to ask the unexpected but pertinent questions, so you will get past the planned responses and into the thoughts and emotions of the interviewee.

· Feelings follow facts.  Feed back content and then go for the feelings beneath that content.

· Long time NBC TV correspondent Bob Dotson claims, if you let them, people often answer a question three times.  First they tell you what they want you to hear.  Second they explain the answer.  Third, they blurt out a sound bite, if you don’t immediately jump into the follow up question.  Sometimes silence will make the interviewee feel the need to add more or explain in sharper focus, thus providing the more thought out, interesting and responsive answer.

· The nonquestion question:  Sometimes, rather than just jumping into a tough topic, just start a discussion in which the interviewee is feeling at ease and feels as if you are relating to him/her rather than just questioning the person.  Then gradually bring the subject to the topic you want to discuss.  Within the conversation, you could get a “less guarded” answer for your sound bite. (Especially effective when you are doing edited interviews.)  This is similar to the concept of using icebreaker questions at the start of an interview.

· Focus on one issue at a time; ask one question at a time; keep it simple.

· Be human. Be human. Be honest.  Ask interviewee questions the audience wants to know, even on tough subjects, but don’t phrase them as tough-sounding questions.  To focus questions on tough topics, pick a key phrase from an interviewee’s answer and turn it into an open-ended question:  Interviewee: “We’ve had some difficult times.”  Interviewer: “What do you mean by difficult times?”

· Empathize (different than sympathize):  Put yourself in the place of the interviewee to understand what the person is feeling, the person’s logic, the need to further explain an answer.  When interviewing someone about an emotional experience, do NOT interview about the emotion.  Let the emotion show naturally.

· Don’t do interviews; do conversations.                                                 LISTEN  more than you talk:
· “The most basic of all human needs is the need to understand and be understood.  The best way to understand people is to listen to them.”…..Ralph Nichols, “Are You Listening?”
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1. Plan and prepare the interview:   Do your homework !!!!

2.  Know your subject:  Research the interviewee and the topic.  Contact your interviewee 

        ahead of time to set up a convenient interview time and location.  Perhaps get some background info  

        from the interviewee ahead of time.  While you may discuss possible topics, do not give questions to

        the interviewee ahead of time.  Get the interviewee to pronounce his/her name and title ON TAPE!!!

3.  Have a purpose / goal:   Know it ahead of time; plan the interview accordingly.

4. USE OPEN-ENDED QUESTIONS: These get short, essay type answers.
---AVOID CLOSED QUESTIONS: These only get one word or very short phrase answers.

---KISS (Keep questions simple and short.) Keep questions focused, one topic at a time.

5.  Begin with an icebreaker question:  Make your interviewee feel comfortable by

               asking a worthwhile opening question that he/she can answer easily without feeling overwhelmed or 

               intimidated.  Save the tougher questions for later.

       6.  Build the interview logically: Plan a sequence of questions that builds to your most 

               important questions.  Have a logical organizational plan.  Only ask questions which elicit information that is 

               unavailable through research, that is worthwhile of doing an interview, that provides insight or emotion, or 

               that adds to your topic or provides answers that your audience needs or wants to know.  

                                             -----Do NOT waste the time of the interviewee by asking obvious questions that could 

                                                    be answered on your own  with just a little homework.

7.   LISTEN !!!  It is the most important interviewing skill.

---USE FOLLOW-UP QUESTIONS
                       


  ----- Be flexible;  adjust as you go.   Do NOT just stick to your prepared 

                                                          questions; Listen to the interviewee’s answers.  Follow up and if necessary change 

                                                          directions based on what you hear and your purpose/goals. 

8.  Do NOT interrupt the interviewee.  Only communicate nonverbally when the 

      interviewee is talking.  Don’t say things like, “Yes…” or “Uh-huh….”   Use head nods to encourage the 

         interviewee.  Use other gestures to move the interview along.  We should not hear your voice when 

      the interviewee is speaking.

     9.   Be conversational.  Do not just sound like you are asking a list of questions.  

10. Be Professional & TAKE THE HIGH ROAD !!!

     Remember that the interviewee is the important person in the interview.  Do NOT try to be the 

   star.  Do NOT try to show how much you know.  Do NOT assume answers and do NOT frame your 

     questions with what you think the interviewee thinks or feels. The audience wants to hear what the 

     interviewee has to say, not you.  You represent the audience and your station.  Ask intelligent, 

     professional, respectful questions that give the audience access to what they want to know or 

     understand.  BE SURE TO THANK THE INTERVIEWEE WHEN THE INTERVIEW HAS ENDED.
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