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Free Tool Series

Being intentional about how you communicate throughout your 
organization will increase trust and morale by providing predictable 
vehicles that employees can count on.

USE THE ATTACHED WORKSHEET TO:

COMMUNICATION
STRATEGY

CRUCIAL IN TIMES OF CRISIS & EVERYDAY

Use the model to 
review current plan

Evaluate whether it’s 
consistent and consider
improvements

Determine the purpose 
of each vehicle

Con�rm target audience 
and verify that everyone 
is covered by at least 2 
vehicles

Indicate frequency 
and evaluate changes 
as needed



VEHICLE
                       EXAMPLES

COMMUNICATION

All Hands Meetings
Leadership Team Meetings
Tailboard Meetings
Staff Meetings
E-mails
IMs
News Briefs
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Free Tool Series

WORKSHEET

VEHICLE PURPOSE/CONTENT TARGET AUDIENCE FREQUENCY

Being intentional about how you communicate throughout your 
organization will increase trust and morale by providing predictable 
vehicles that employees can count on.
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TAKE YOUR
ORGANIZATION
TO THE NEXT LEVEL

Online learning, at your pace from anywhere.
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