Tips for conducting a successful interview
From Scholastic Journalism, 10th ed.  page 27

Research the subject and the source (interviewee) BEFORE HAND

Make an appointment if possible, so you have enough time for the interview

Prepare a list of questions

Prepare some shortcuts for note taking or bring a tape recorder

Bring a durable notebook and TWO pens, in case one runs out of ink

Look presentable (being in dress code would be a plus)

Arrive a few minutes early

Introduce yourself as a reporter for the Lamp Post
Smile and say something friendly to break the ice

If you brought a tape recorder, ASK PERMISSION to record the interview

Turn on the recorder or open your notebook. Make eye contact with the source and begin.

Ask one or two easy questions first, then ask the tougher questions. MAKE EYE CONTACT!
Ask follow up questions, such as, “Can you give me an example?” or “Could you explain that?”
Follow up unanticipated responses or new information with new, spontaneous questions

Ask the source to repeat any facts, statistics you don’t understand or information you missed. You want to get it right!
Check the spelling of names given to you by the source.

After you ask you last question, ask the source if he or she has anything to say

If you agreed upon a time limit for the interview, try to stick to it or ask if the person has a few more minutes
Quickly note the setting or any incidentals in the location that could add color to the story or reveal something more about the source. This observation could lead to a new question or two.
Thank the source. Make eye contact and smile.

Give the source your email address and ask the source to call you if he or she has anything more to say
Turn off your recorder and take your notebook and recorder with you

