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Getting Your Message Heard: A Tip Sheet

A quick run through this checklist will ensure that you are communicating the right message, to
the right people, at the right time.

Goal
 What are you trying to achieve? A good goal is simple, clear, and definable.

Audience
 Who needs to be aware of, involved in, and committed to your project?

o Who are you addressing in your communication? List the different groups. These
are your “audiences.”

 Your audiences are likely quite different from one another—even if they all work in the
same building.

o Think about the pros and cons of a single message for multiple audiences or a
customized approach.

 Put yourself in their shoes.
o What might their concerns be? What motivates this group?
o Do this for each audience separately. Seeing things from their perspective is vital

to an effective message—and the single most important thing you can do.

Message
 Start with a short overall message about why you are embarking on this project.

o This “elevator speech” should be consistent across all of your audiences.
o Make it simple, succinct, and relevant.
o Appeal to a shared vision. Try crafting your message as something aspirational.

Even if your project addresses a problem, you can still frame it as a positive.
 After you have your common overarching message, you are ready to craft specific “key

messages” by audience.
o What matters to each group (aka audience)? What motivates them?

 Proof points and stories give key messages background and flavor.
o This is where data and facts come in.
o What kind of facts does this audience care about?
o Will they want detail or just high-level information?
o Stories can be extremely effective messaging. Especially when a story evokes

emotion, it’s what people remember.

Action
 Always always include the action you want the audience to take.

o What information will motivate this stakeholder’s support?
o How can you make them personally invested in its success?
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Timing
 Stop! Don’t hit send.

o Are you ready to communicate this message?
o Are you sure all your audiences need to hear this message now?
o Was there a recent communication about a similar topic?
o Does this represent a change in direction?
o Try to make your messages fewer in number and more essential in nature.

Input
 If you are sharing information, can you also ask for input?
 Try to circle back with your audience to let them know how it was used.

Engagement Strategy
What strategies can you use to engage each of your audiences and deliver your message?

 When should the information be delivered?
 Who is your best messenger?

o Leadership or influential peer?
o People involved in a project are often good messengers.

 Where is the best venue? (All-staff email or individual conversations between supervisors
and their staff?)

o In what forums does this group gather already?
o If you're communicating electronically, how much is this audience online?

 How does your audience like to get their information?
o What will make them best able to hear it?

 Is there an example where you or a colleague successfully communicated with this
audience? Take a cue from a successful previous communication.

Metrics
 How will you know you are on track, and that you have succeeded?


