TECHNIQUES FOR SUCCESSFUL INTERVIEW ING
BEFORE YOU START

Know as much information as possible about your hero and the historical background of his time.

· Research: When did the person live?  What was going on in history, politics, social issues, science, etc. during his/her lifetime?  You should have your history piece written before the interview.

· Make a list of all the people you should interview.  Get contact information (phone, email, etc)

· Obtain background information:  interview your hero’s friends, relatives, associates.  Study any newspaper or other articles written about him/her.

PREPARE FOR THE INTERVIEW

The best answers get saved for the reporters who ask the best questions!  Those questions take preparation.  Do not waste your hero’s time by asking questions you should already know the answer to (What is the Great Depression?).  Be sure you have done your homework.
· Create a list of questions to ask your hero’s associates.  If possible, interview them before you interview your hero.  This will give you more background on your subject.
· Call for appointments for your interviews.  Be sure to introduce yourself, explain the project, and tell them what kind of information you are looking for.  Be sure to thank them for their time.
· Create a list of questions for your hero.  Avoid questions that have a yes or no answer!  You want all the information you can get.

· Have the question list approved by me.
THE INTERVIEW

· Dress professionally.

· Be prompt, polite, poised, attentive, and alert during the interview.  

· Introduce yourself.  Thank them for taking time to see you.  Briefly explain the project.

· Listen carefully and ask for clarification if you need it.  Your body language counts!  Lean slightly forward and nod your head to show understanding.  

· Do not interrupt the person you are interviewing.

· Take notes and/or film the interview.  

· Look for quotable moments.  Remember that you want to have a few accurate quotes to put in your presentation.  When you hear a likely quote, pause and say, “May I quote that?”  Read it back to him to be sure you quoted it correctly.
· Ask for the spelling of names and be sure your info is correct.

· At the close of the interview, ask if there is anything the person would like to add.  “Did I forget to ask anything?  Is there something you’d like to add?”

· Thank the person again for taking time to see you.  

· Ask permission to contact them if you have a follow-up question.

AFTER THE INTERVIEW

· Write up your notes as soon as possible so you won’t forget anything.

· Check to see if you need to make a follow-up call.

· Write a short thank you note to the person you interviewed.


