HOW TO ASK FOR AN
INTERVIEW VIA EMAIL

Most of us spend 28 percent of our workday on email — deleting, sorting or responding — so it's an essential
tool for business journalists reaching out to sources and editors. But given that most senior executives can
receive up to 500 emails a day, crafting a clear, concise, and persuasive email has never been more
important. These five steps will help ensure people read your email request and respond promptly.
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INTERVIEW CHECKLIST

Interviews with subject matter experts and “real people” give media coverage color and credibility. But if
you only have 10 minutes with an expert, how can you make the most of that time and get all the
information you need? This checklist offers some tips and strategies for reporters before and during an
interview. Even if talking to sources is commonplace for you, it's worth a quick refresher.
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BUSINESS BEATS BASICS
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