PRESENTATION TIPS

 ADVANCE \d15 

· Use language everyone can understand.  No acronyms, jargon or complicated terms.
· Listen to the entire question before you respond.  If the question has multiple parts, ask the interviewer to repeat parts of it and/or select the part you want to answer, then stop talking.

· If it’s a TV or radio interview, assume the camera or microphone is always on.  Don’t say anything you don’t want repeated.  Never assume anything is “off-the-record.”

· Think before answering.

· Never argue or debate the interviewer, even if the question is hostile.  

· For broadcast interviews, beware of the “speedup” technique in which the reporter pulls the microphone away from you before you have finished your complete thought.  Also, beware of the “stall” technique in which the interviewer leaves the microphone in front of your face, waiting for you to say more.  If you don’t intend to say more, look at the interviewer, smile, and wait for him or her to respond.

· When asked a question about another agency’s program, refer the reporter to the appropriate spokesperson for that agency.  Do not try to explain the details of other agency programs.

· Don’t answer hypothetical questions.  The answers will come back to haunt you.  

· If you don’t know the answer to a question . . . 

· Clarify the question and write it down.

· Promise to find the correct answer and tell the reporter when you will respond.

· Consult with a lead PAO and program specialist, as necessary.  If it’s a policy question, the PAO will refer the reporter to the designated spokesperson.

· Don’t make up an answer or say something you’re not sure is accurate. 

Never say “no comment.”
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