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Interviews 
 
 
There are two ways an interview can be written up.  One is as a regular news story (either straight or 
narrative).  The other is in a "Question and Answer" ("Q & A") format.   
  
News story style: 

1. Choose a Title (HEADLINE) 

• A good title should have something about the topic of the interview. It may also have a subtitle 
that includes the name of the person(s) being interviewed (for magazine) 

• Summary of the topic (for newspaper) 
  

2. Interviewer/author’s name (BYLINE) 

• Where (geographic locale) info is from (goes in ( ) ) 
  

3. 1st Sentence/Paragraph tells the topic under discussion and who is being interviewed. 

• Write in paragraphs (story style) 

• Use dialogue and identify the speaker(s) (exact quotations and who said them) 

• Be to describe the people interviewed in a way that shows why he/she is a good source of 
information 

• Don’t use “I” unless it’s in dialogue from a witness 

• Titles should summarize the entire story generally; the article should add details, “filling out” the 
story 

• Format should look similar to what follows: 
  
 
“TITLE” 
by Your Name, Your Employer 
 
(CITY) – The article begins here.  You only put in a city, or byline, if the story happened in one specific 
location/city; otherwise, the first paragraph is indented.  If the story does happen in one place, there is 
no indentation; everything through the first paragraph begins at the margin. 
 
            When you start the second paragraph, you should indent it.  Every paragraph that follows should 
also be indented. 
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Q & A style: 

1. The title usually includes the name of the subject being interviewed, often with a clever twist or an 
allusion to the main topic(s) the interview will cover. 

2. The author usually gets a byline directly beneath the title. 
3. The actual interview itself should start with a short introduction that explains to the reader who is being 

interviewed, when and where the interview is taking place (to provide context), and what the main 
topic(s) of the interview will be. 

4. The rest of the interview looks very much like a transcript.   
5. The interview usually concludes with a question designed to provide an answer that gives closure to the 

overall interview.   
 
 

   
 
 
 

Title & Name of 
Interviewee 

 
 

Byline (Author)  
 

Short introduction,  
 
When & where the 
interview takes 
place,  
 
Main topics  
 

 
 
 

Interview questions  
 

Conclusion that 
gives closure 
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Marks are awarded as follows: 

1. Structure – Title, name of interviewee, short introduction, interview questions, conclusion – 5 marks 
2. Content and flow – questions and answers relevant to the topic, interesting information covered, 

maintain flow of questions and answers – 5 marks 
3. Language and style – suitable for the purpose and for the audience – 5 marks 

 
 
 
 
 
 
 
 
 
 
 
Interviews can be role-played.  
 
 
Assess yourself for preparation: 
 

Role play assessment Yes No 

I speak more formally during the role-play, and I don’t use slang 
  

I speak clearly and loud enough for everyone to hear 
  

I change the volume (loudness of my voice), the tone (expression), and the tempo (speed) 
  

I, as the interviewer, ask useful questions and find out interesting information 
  

I use adverbs (for example, often, rarely, partially, totally, almost, really 
  

 
 
 
 
 
 
Marks are awarded as follows: 

1. Content and flow – questions and answers relevant to the topic, interesting information covered, 
maintain flow of questions and answers – 5 marks 

2. Language and style – suitable for the purpose and for the audience – 5 marks 
3. Delivery – volume, pace, intonation and expression (voice and facial), confidence, eye contact and 

rapport with audience/interviewer/interviewee – 5 marks 
 
 
 
 
 
 
 
 
 


