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SSMMIILLEE!!  
You’re on Candid Camera…  

 
 

 
 

The Do’s and Don’ts of  
TV Interviews  

 

Special Report #2 
 

HHeeiiddii  RRiicchhaarrddss  MMoooonneeyy    
 



SMILE! 
 
Congratulations!  That media campaign you executed has just paid off.  BIG TIME!  
You’ve been asked to appear as a guest on television.  Now what?  Do you know what to 
do?  How to prepare?  Do you know what to say, so your message will be understood?   
 
Appearing on television can be a dream or it can be a nightmare.  The type of experience 
you have is primarily up to you.  Knowing what to expect in advance, succinctly 
articulating your message and following up will make the experience a “dream come 
true.”  Remember that most broadcast stories have one thing in common, brevity.  New 
stories generally run 60 to 90 seconds in length, a feature anywhere from two to four 
minutes and a full guest appearance on say, a talk show, can be 20 to 50 minutes long.  
Whatever time you have before the audience, make the most of it.  Whether you are a 
“spokesperson” for an organization or speaking on your own behalf, there are do’s and 
don’ts that will make it a success.  
 
Success means preparation, when Making your appearance, the experience you display 
during the Interview will ultimately Leave a lasting impression. It will give you that 
Extra professional edge next time expertise in your area is needed.  So RELAX, READ, 
and remember to SMILE. 
 

Success is Being Prepared 
 
Preparing for the interview 
 
♦ Promptly return the media’s phone calls!  If you don’t and you miss their deadlines, 

the media will only do one side of the story or call another expert. 
 

♦ Watch the program prior to being interviewed. This will give you a sense of the 
personality of the host/hostess. Learn all you can about the interviewer or reporter.  
Does he or she have experience in you’re particular area?  

 
♦ Learn all you can about the program.  Is the show live or is it taped? How long does 

the program last?  How long are individual segments on the program.  What time of 
day does it air?  What are the demographics of the audience? What is the format (talk 
show, variety, news, etc.) of the program? Do the viewers have the opportunity to call 
in during the show? Is there a studio audience?  Will there be other guests appearing 
with you? Can you use notes or props during the interview?  
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SMILE!                       Success is Being Prepared 
 
♦ Where will the interview be conducted?  If the interview is being filmed at your 

location, make your location visually appealing to the camera. You may wish to 
incorporate props; or “stage” a working situation to illustrate what you do. 
 

♦ Stay up to the minute on local news by reading newspapers in your area. You may be 
asked to comment on a timely topic of interest to the viewers. A timely topic is 
something that’s in the news now or relevant to the season. Use the Lexis Nexis 
system (see resources) for magazine and newspaper articles.  Search the NET for the 
latest info and news in your area of expertise. 
 

♦ What is the program topic? Why was it chosen?  
 

♦ Often times a reporter is looking for a “conflict” to generate more interest in the 
program. Be prepared with your message.  Deliver that message with enthusiasm! 
 

♦ Make yourself a source of information prior to the interview. If you have a Marketing 
or Media kit, send it to the interviewer.  Include your bio and any information about 
your company that might help the interviewer perform his or her job better.  

 
Preparing your Message 
 
♦ Outline the specific points or objectives you wish to make.  Make them concise, to the 

point, and brief.  Write them in sound bytes and you will say them in sound bytes.   
 

♦ Decide the “mood” or attitude with which you will deliver your points.  Serious, 
warm, committed, positive or with passion? 
 

♦ Your closing and opening statements are perhaps the most important.  The opening 
will capture the host’s attention and the closing might just get you a return 
engagement, or the possibility of future interviews.  
 

♦ Make your points with examples, such as stories, personal experiences and anecdotes. 
This will help to dramatize your message and the audience will remember it.  
 

♦ Practice your sound bytes with a colleague, friend or in front of the mirror.  Your goal 
is to answer any questions you feel might be asked in a quick and natural manner. 
 

♦ If possible, and appropriate, keep an outline of your points on index cards close at 
hand during the interview.  
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SMILE!   
 

Making Your Appearance 
 
♦ Wear comfortable, well-pressed clothing. Wear something that makes you feel “good 

about yourself.” Avoid loud plaids, check and contrasting color patterns. Black or 
white should also be avoided. Medium tones such as grays, tans and blues generally 
work best. Avoid shiny, “loud” or excessive jewelry.  Clothing should be light to 
medium weight since the cameras tend to get hot after a while. Lapels or jackets work 
best for microphones.  
Ladies: long sleeves look more professional.  Pantsuits are okay (think of Hillary 
Clinton and all the appearances she makes). Skirts that are not too short, and soft color 
blouses, such as crèmes or medium blues are also acceptable.  
Men: dark, three-piece suits, light colored shirts, and ties with a simple pattern look 
best on camera.  Socks should be calf length and shoes well polished.  
 

♦ Arrive Early!  If it is at a studio, this will make you more comfortable with the 
unfamiliar surroundings.  
 

♦ If you are feeling nervous or jittery, relax those throat muscles by stretching or 
yawning. Avoid drinking anything too hot or too cold just before being interviewed. 
 

♦ Bring a hairbrush and mirror. If makeup is offered, by all means accept it. Shiny faces 
don’t film well.  Men should shave close to airtime.  Three o’clock shadows can show 
up anytime of the day for some. 
 

♦ Shake hands with the crew and file their names to memory. This will make you more 
professional and “likeable.” 
 

♦ Practice the mantra, “I am glad to be here, I am interested in the audience and I know 
what I know.” 
 

♦ Arrange to meet with the host/hostess prior to the program. Find out how you will be 
addressing one another, by first name or surname. 
 

♦ The best scenario for a successful interview is the pre-interview. It could last from 30 
seconds to 5 minutes, and it will allow you to deliver a brief overview of topics for 
discussion.  This will often set the “tone” for the on-camera interview. When possible, 
check your appearance on the TV monitor beforehand.\ 
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SMILE!             Making Your Appearance 
 
The Interview ~ The Do’s  
 
♦ When answering questions, maintain eye contact with the interviewer.    

  
♦ Seat yourself comfortably, leaning into the conversation to show interest.  

 
♦ Modulate your voice to emphasize key points.  

 
♦ Have water close by, and a handkerchief for your face. 

 
♦ If there is more than one person interviewing you, sit strategically so you can avoid 

swiveling your head back and forth. 
 

♦ Body language is important. Sit up straight and at a slight angle to the camera.  
 

♦ Put the microphone to the side of you that is closest to the interviewer, tucking away 
any excess wire.  
 

♦ When doing a “mike check,” state your name and perhaps a 15 second sound byte of 
your message. Only say “off camera” what you would say “on camera.”   
 

♦ Make your expression match your words, telling good news with a smile and the 
appropriate expression when the subject is more serious. 
 

♦ Be yourself.  Be natural.  Have a conversation with your host/hostess. Direct your 
remarks to the audience. Be enthusiastic. 
 

♦ Answer each question completely in the order you were asked. 
 

♦ Keep your responses short, direct and to the point. 
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SMILE!             Making Your Appearance 
  
The Interview ~ The Don’ts 
 
♦ Don’t stare into space or at the floor when speaking.  Be actively involved in the 

interview. 
 

♦ Don’t frown unless it is appropriate to the topic. 
 

♦ Avoid the obvious signs of nervousness such as tapping your feet, clearing your throat 
repeatedly, keeping your fists clenched, or rolling your eyes upward when answering 
questions. 
 

♦ Don’t look at the monitor during the interview. 
 

♦ Avoid industry jargon and high tech language.  Speaking in lay terms will help the 
interviewer and audience better understand your message. 
 

♦ Don’t speak for someone who isn’t present. 
 

♦ Don’t assume that statistics will be correct.  If you are unsure say, “That may or may 
not be true. I’d certainly be interested in reading a copy of that report.” 
 

♦ Don’t lie.  You will loose all credibility. 
 

Leave a Lasting Impression 
 
What Not to Say 
 
♦ Never say “no comment.” It sounds like you have something to hide. 

 
♦ Avoid saying anything “off the record.” It may or may not be, and if the off the record 

comments are videotaped, the possibility exists that others will see it.  Don’t say 
anything you wouldn’t want aired on the evening news. 
 

Never debate with the interviewer. If the show is taped, they can edit what you say, 
taking it out of context. 
 
 
 
SMILE!             Making Your Appearance 
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♦ Avoid saying anything you will later regret. Don’t answer personal questions or 

divulge confidential information.  Let the interviewer know that you “are not at liberty 
to discuss it at this time.” 
 

♦ Don’t argue with the interviewer. Never become angry or defensive.  
 

♦ Don’t allow misleading questions and statements to trap you.   
 
What to Say 
 
♦ If you are interrupted when you’re attempting to make a point, politely say, “I’ll be 

happy to answer that question.  However, I’d like to finish this thought…” or, “before 
I answer that, there’s something I need to add…” 
 

♦ If you make a mistake, correct it immediately.  
 

♦ If the interviewer asks you a question that does not pertain to your topic or position, 
briefly respond to the question, then bridge from the topic to yours by saying 
something like, “That’s true, and you may be interested to know…” 
 

♦ If the interviewer starts needling you, reinforce your point without debating with 
him/her. 
 

♦ When the interviewer misstates the facts, say something like, “Perhaps I can clarify 
that for your viewers.” Then state the facts correctly. 
 

♦ When the interviewer attempts to “put words in your mouth,” don’t argue, instead say, 
“I don’t feel I can agree with your conclusion. What I am working toward…” (state 
your position in a positive manner). 
 

♦ When the interviewer is obviously stalling once you have stated your position, instead 
of elaborating further and maybe even saying something you might regret later say, 
“Can I answer any other questions for you?”  You might also say, “There is another 
point I forgot to mention.” 
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♦ Turn negative responses from the interviewer into positive phrases.  When they say 

for instance, “Do you feel the ABC project will fail due to the lack of community 
support for it?” Positively restate your response.  If you disagree using his words, it 
will sound like you were in agreement, and the headline might read: Ms. Jones says, 
“The project could fail due to lack of support by the Community.”  Instead you 
might say, “We have a great deal of support from a handful of people.  And I feel 
confident that when the time is right, the community will see the benefits and jump on 
board the ABC Project.” 

  
Extra, Extra! 
 
The Follow Up 
♦ Send a personal note to the host/hostess. Thank him/her for the opportunity. Give a 

brief editorial of reactions from those who saw the program. Be sure to mention that 
you are available as a resource for future programs. You might also include some 
thoughts you have for future program ideas. 

 
How to Get Coverage 
♦ Follow the bylines of local reporters. Call them to pitch your story.  Pitch the story 

idea in 30 seconds or less or you won’t get their attention.  
 

♦ Have a news conference or project coming up? Call local stations and ask for the 
assignment editor.   Call at least 30 days before the event to get on their assignment 
calendar. Call again two weeks before, one week before and the day before the event 
to remind them.  Find out what reporter will be covering the story, and ask to speak 
with them. Make it easy for the reporter to do their job and if your project is 
newsworthy, you will get coverage! 

 
For an excellent list of media resources, visit: The Women’s Media Summit

 
 

Need help with your goals? Need someone to encourage you and hold your feet to the 
fire?  Know what you want, but not where to start?  Heidi Richards Mooney has been 
helping small businesses and nonprofits achieve their goals for more than 20 years.  

Click on the link below or call 1-954-625-6606 for a free 20 minute consultation! Be sure 
and leave your full name, phone number and website address when you call.   

You can also email Heidi with your request. 
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Congratulations!  That media campaign you executed has just paid off.  BIG TIME!  You’ve been asked to appear as a guest on television.  Now what?  Do you know what to do?  How to prepare?  Do you know what to say, so your message will be understood?  


Appearing on television can be a dream or it can be a nightmare.  The type of experience you have is primarily up to you.  Knowing what to expect in advance, succinctly articulating your message and following up will make the experience a “dream come true.”  Remember that most broadcast stories have one thing in common, brevity.  New stories generally run 60 to 90 seconds in length, a feature anywhere from two to four minutes and a full guest appearance on say, a talk show, can be 20 to 50 minutes long.  Whatever time you have before the audience, make the most of it.  Whether you are a “spokesperson” for an organization or speaking on your own behalf, there are do’s and don’ts that will make it a success. 


Success means preparation, when Making your appearance, the experience you display during the Interview will ultimately Leave a lasting impression. It will give you that Extra professional edge next time expertise in your area is needed.  So RELAX, READ, and remember to SMILE.


Success is Being Prepared


Preparing for the interview


· Promptly return the media’s phone calls!  If you don’t and you miss their deadlines, the media will only do one side of the story or call another expert.


· Watch the program prior to being interviewed. This will give you a sense of the personality of the host/hostess. Learn all you can about the interviewer or reporter.  Does he or she have experience in you’re particular area? 


· Learn all you can about the program.  Is the show live or is it taped? How long does the program last?  How long are individual segments on the program.  What time of day does it air?  What are the demographics of the audience? What is the format (talk show, variety, news, etc.) of the program? Do the viewers have the opportunity to call in during the show? Is there a studio audience?  Will there be other guests appearing with you? Can you use notes or props during the interview? 
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              Success is Being Prepared


· Where will the interview be conducted?  If the interview is being filmed at your location, make your location visually appealing to the camera. You may wish to incorporate props; or “stage” a working situation to illustrate what you do.


· Stay up to the minute on local news by reading newspapers in your area. You may be asked to comment on a timely topic of interest to the viewers. A timely topic is something that’s in the news now or relevant to the season. Use the Lexis Nexis system (see resources) for magazine and newspaper articles.  Search the NET for the latest info and news in your area of expertise.


· What is the program topic? Why was it chosen? 


· Often times a reporter is looking for a “conflict” to generate more interest in the program. Be prepared with your message.  Deliver that message with enthusiasm!


· Make yourself a source of information prior to the interview. If you have a Marketing or Media kit, send it to the interviewer.  Include your bio and any information about your company that might help the interviewer perform his or her job better. 

Preparing your Message


· Outline the specific points or objectives you wish to make.  Make them concise, to the point, and brief.  Write them in sound bytes and you will say them in sound bytes.  


· Decide the “mood” or attitude with which you will deliver your points.  Serious, warm, committed, positive or with passion?


· Your closing and opening statements are perhaps the most important.  The opening will capture the host’s attention and the closing might just get you a return engagement, or the possibility of future interviews. 


· Make your points with examples, such as stories, personal experiences and anecdotes. This will help to dramatize your message and the audience will remember it. 


· Practice your sound bytes with a colleague, friend or in front of the mirror.  Your goal is to answer any questions you feel might be asked in a quick and natural manner.


· If possible, and appropriate, keep an outline of your points on index cards close at hand during the interview. 



SMILE!  

Making Your Appearance


· Wear comfortable, well-pressed clothing. Wear something that makes you feel “good about yourself.” Avoid loud plaids, check and contrasting color patterns. Black or white should also be avoided. Medium tones such as grays, tans and blues generally work best. Avoid shiny, “loud” or excessive jewelry.  Clothing should be light to medium weight since the cameras tend to get hot after a while. Lapels or jackets work best for microphones. 
Ladies: long sleeves look more professional.  Pantsuits are okay (think of Hillary Clinton and all the appearances she makes). Skirts that are not too short, and soft color blouses, such as crèmes or medium blues are also acceptable. 
Men: dark, three-piece suits, light colored shirts, and ties with a simple pattern look best on camera.  Socks should be calf length and shoes well polished. 


· Arrive Early!  If it is at a studio, this will make you more comfortable with the unfamiliar surroundings. 


· If you are feeling nervous or jittery, relax those throat muscles by stretching or yawning. Avoid drinking anything too hot or too cold just before being interviewed.


· Bring a hairbrush and mirror. If makeup is offered, by all means accept it. Shiny faces don’t film well.  Men should shave close to airtime.  Three o’clock shadows can show up anytime of the day for some.


· Shake hands with the crew and file their names to memory. This will make you more professional and “likeable.”


· Practice the mantra, “I am glad to be here, I am interested in the audience and I know what I know.”


· Arrange to meet with the host/hostess prior to the program. Find out how you will be addressing one another, by first name or surname.


· The best scenario for a successful interview is the pre-interview. It could last from 30 seconds to 5 minutes, and it will allow you to deliver a brief overview of topics for discussion.  This will often set the “tone” for the on-camera interview. When possible, check your appearance on the TV monitor beforehand.\
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The Interview ~ The Do’s 

· When answering questions, maintain eye contact with the interviewer.   
 

· Seat yourself comfortably, leaning into the conversation to show interest. 


· Modulate your voice to emphasize key points. 


· Have water close by, and a handkerchief for your face.


· If there is more than one person interviewing you, sit strategically so you can avoid swiveling your head back and forth.


· Body language is important. Sit up straight and at a slight angle to the camera. 


· Put the microphone to the side of you that is closest to the interviewer, tucking away any excess wire. 


· When doing a “mike check,” state your name and perhaps a 15 second sound byte of your message. Only say “off camera” what you would say “on camera.”  


· Make your expression match your words, telling good news with a smile and the appropriate expression when the subject is more serious.


· Be yourself.  Be natural.  Have a conversation with your host/hostess. Direct your remarks to the audience. Be enthusiastic.


· Answer each question completely in the order you were asked.


· Keep your responses short, direct and to the point.
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The Interview ~ The Don’ts


· Don’t stare into space or at the floor when speaking.  Be actively involved in the interview.


· Don’t frown unless it is appropriate to the topic.


· Avoid the obvious signs of nervousness such as tapping your feet, clearing your throat repeatedly, keeping your fists clenched, or rolling your eyes upward when answering questions.


· Don’t look at the monitor during the interview.


· Avoid industry jargon and high tech language.  Speaking in lay terms will help the interviewer and audience better understand your message.


· Don’t speak for someone who isn’t present.


· Don’t assume that statistics will be correct.  If you are unsure say, “That may or may not be true. I’d certainly be interested in reading a copy of that report.”


· Don’t lie.  You will loose all credibility.


Leave a Lasting Impression


What Not to Say


· Never say “no comment.” It sounds like you have something to hide.


· Avoid saying anything “off the record.” It may or may not be, and if the off the record comments are videotaped, the possibility exists that others will see it.  Don’t say anything you wouldn’t want aired on the evening news.


Never debate with the interviewer. If the show is taped, they can edit what you say, taking it out of context.
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· Avoid saying anything you will later regret. Don’t answer personal questions or divulge confidential information.  Let the interviewer know that you “are not at liberty to discuss it at this time.”


· Don’t argue with the interviewer. Never become angry or defensive. 


· Don’t allow misleading questions and statements to trap you.  

What to Say


· If you are interrupted when you’re attempting to make a point, politely say, “I’ll be happy to answer that question.  However, I’d like to finish this thought…” or, “before I answer that, there’s something I need to add…”


· If you make a mistake, correct it immediately. 


· If the interviewer asks you a question that does not pertain to your topic or position, briefly respond to the question, then bridge from the topic to yours by saying something like, “That’s true, and you may be interested to know…”


· If the interviewer starts needling you, reinforce your point without debating with him/her.


· When the interviewer misstates the facts, say something like, “Perhaps I can clarify that for your viewers.” Then state the facts correctly.


· When the interviewer attempts to “put words in your mouth,” don’t argue, instead say, “I don’t feel I can agree with your conclusion. What I am working toward…” (state your position in a positive manner).


· When the interviewer is obviously stalling once you have stated your position, instead of elaborating further and maybe even saying something you might regret later say, “Can I answer any other questions for you?”  You might also say, “There is another point I forgot to mention.”
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· Turn negative responses from the interviewer into positive phrases.  When they say for instance, “Do you feel the ABC project will fail due to the lack of community support for it?” Positively restate your response.  If you disagree using his words, it will sound like you were in agreement, and the headline might read: Ms. Jones says, “The project could fail due to lack of support by the Community.”  Instead you might say, “We have a great deal of support from a handful of people.  And I feel confident that when the time is right, the community will see the benefits and jump on board the ABC Project.”

Extra, Extra!

The Follow Up


· Send a personal note to the host/hostess. Thank him/her for the opportunity. Give a brief editorial of reactions from those who saw the program. Be sure to mention that you are available as a resource for future programs. You might also include some thoughts you have for future program ideas.


How to Get Coverage


· Follow the bylines of local reporters. Call them to pitch your story.  Pitch the story idea in 30 seconds or less or you won’t get their attention. 


· Have a news conference or project coming up? Call local stations and ask for the assignment editor.   Call at least 30 days before the event to get on their assignment calendar. Call again two weeks before, one week before and the day before the event to remind them.  Find out what reporter will be covering the story, and ask to speak with them. Make it easy for the reporter to do their job and if your project is newsworthy, you will get coverage!


For an excellent list of media resources, visit: The Women’s Media Summit

Need help with your goals? Need someone to encourage you and hold your feet to the fire?  Know what you want, but not where to start?  Heidi Richards Mooney has been helping small businesses and nonprofits achieve their goals for more than 20 years.  Click on the link below or call 1-954-625-6606 for a free 20 minute consultation! Be sure and leave your full name, phone number and website address when you call.  
You can also email Heidi with your request.
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