Worksheet: Developing Media Interview Q&As and General Public FAQs

Use these worksheets to anticipate potential questions and to develop appropriate answers that can be used either as responses included in an FAQ (public document), or as an Internal Q&A (sound bites for spokespersons taking part in a media interview.)  Be sure to reference your key messages (see Developing Your Messages) as often as possible.  Remember that practice now will make your messages easier to deliver during a crisis moment.

Question: What happened? (Examples: How much damage was caused?  Who was involved?)

Response for Public (FAQ):
Sound bite for Media (Q&A):
Question: Who was affected? (Examples: Was anyone injured or killed?  What are their names?)

Response for Public (FAQ):
Sound bite for Media (Q&A):
Question: When did it happen?

Response for Public (FAQ):
Sound bite for Media (Q&A):
Question: Where did it happen?  (Examples: What areas are affected?  Is there danger outside of the immediate crisis area?)
Response for Public (FAQ):
Sound bite for Media (Q&A):
Question: Why did it happen? (Examples: What was the cause?  Who is to blame?  Could it have been prevented?  Has this ever happened before?)

 
Response for Public (FAQ):
Sound bite for Media (Q&A):
Question: What’s next? (Example: Is there danger now?  What are you going to do about it?  What are the long-term consequences?)

Response for Public (FAQ):
Sound bite for Media (Q&A):
Question:
Response for Public (FAQ):
Sound bite for Media (Q&A):
Question:
Response for Public (FAQ):
Sound bite for Media (Q&A):
Question:
Response for Public (FAQ):
Sound bite for Media (Q&A):
