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Checklist for Media Appearances

Before the show did you: 

( Take media training? 
( Reread your book and highlight important facts? 
( Become familiar with issues not in your book? 
( Learn about late-breaking news stories relating to your topic? 

( List your ten most important topics, ranked in order of importance? 

( Construct transition statements that will focus on your agenda items? 

( Develop examples to make agenda items relevant and interesting? 

( Spend enough time practicing? 

( Call the producer/host to confirm the date and time beforehand? 

( Give the producer a blank tape on which to copy the show? 

( Listen to the radio show while driving to it? 

( Perform relaxation exercises on the way to the show? 

( Greet the producer and host confidently? 

( Ask questions about unfamiliar equipment and people? 

( Tell the host how to describe you during the introduction? 
While performing on the air did you: 

( Relax and have fun? 

( Use the host’s name frequently enough? 
( Prepare for the show and answer all questions creatively? 

( Use examples that were credible and convincing? 

( Answer all questions completely? Did you ramble? 

( Weave current or local issues into your answers? 

( Give clear and concise answers to all questions? 

( Discuss your topic from the viewpoint of the people in the audience? 

( Use your VOICES properly? 

( Organize your presentation to make it more interesting and effective? 

( Participate in the interview actively? 
( Listen carefully to the host? 

During radio shows did you: 

( Speak into the microphone? 

( Use your notes effectively without searching for information? 

( Have your friends call and ask questions? 

( Interact well with the callers? 
During television shows did you: 

( Dress to make a good first impression? 
( Apply your makeup properly? 

( Bring props and use them effectively? 

( Maintain eye contact with the host? 

( Eliminate distracting accessories? 

( Use eye communication effectively? How can you improve? 

( Use body language effectively? How can you improve? 

After the show did you: 

( Think about how you can improve your performance next time? 

( Follow up and send thank-you notes? 
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