How to Talk With Reporters

Talking with reporters can be intimidating, but it doesn't have to be.  The following guidelines will soothe your nerves when a reporter says "on the record."

· It's always on the record. Always assume that what you say to a reporter is "on the record." Never say something you don't want printed. 

· Say what you need to say and then stop. Some reporters use silence to get you talking. Answer a reporter's question, but then stop when you've said all you want to say. It's not your job to fill a silence gap. 

· Inform staff. Make sure your staff knows who the spokesperson is and make sure all calls are forwarded to the designated person. 

· Prepare. Take a deep breath and collect your thoughts. Don't take any calls from the media until you have decided what you want to say. (The Affiliates' PR and Communications Department can help you prepare your talking points.) 

· Message is important. Decide on three or four points you want to tell the world and stick to them. Repeat your message. 

· Don't lie. If you don't know the answer to something, don't panic and say anything. Let the reporter know that you would like to provide the reporter with an accurate answer and will be happy to respond to his/her question as soon as you have verified the information. 

· Be helpful. Offer to provide the reporter background material. The more you can help a reporter and make his/her job easier, the better chance you have of a sympathetic story, or of being used as a resource in the future. 

· Never argue. Never repeat a negative question. Do not argue with reporters, or fall into the trap of repeating their questions. Just say, "That's not true." Then go on with what you want to tell them. 

· Be nice. Treat the media with courtesy. Look at the media as a way to educate the public on what you want them to know. The media don't have to be your enemy. 

· Know the reporter. Call the reporter by his/her first name and it might get him/her to use your quote. This works well for television and radio. 

· Make it personal. Focus on the human angle of the story. The more you can personalize the story about a consumer your credit union has helped, the easier it is for the reporter to write a more sympathetic or educational piece. 

· Don't mess with deadlines. If you are the one contacting a reporter, ask if he or she is on deadline. Make sure it is a good time for the reporter to speak with you. If not, ask if there is a better time for you to call back.
