
SHARE DATA AND
PROOF

ANSWER THE "SO
WHAT?" QUESTION

MAKE YOUR
THINKING VISIBLE

CONNECT TO A
CONCRETE NEED

Communication Checklist

Share quotes of past participants

Share business trends or needs
Connect gathering to employee
feedback you've received 
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Remove jargon

Describe the benefit in employee's language

Give examples of who the gathering is right for

Describe the need the program addresses

Clarify the effect and future state :
"What will be different?" because of this
program

Share why you created this gathering

Clarify what's at stake to create urgency

PUT IT ALL TOGETHER IN THIS TEMPLATE BELOW:
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