
Define the Communication

	Definition Elements
	Communication Definition

	Intentions

· Why are we communicating? 

· What is our purpose?

· What is success? 


	

	Values

· What qualities are important for these communications? 


	

	Focus

· What is the subject emphasis? 

· Who is the audience? 


	

	Context

· What is the setting, e.g., constraints, risks, …? 


	


Identify Generic Messages
What messages would achieve the purpose?
	Primary Theme


	

	Catch Phrase – Hook


	

	Key Message 1
· Supporting Message
· Supporting Message


	· 

	Key Message 2
· Supporting Message

· Supporting Message

· Supporting Message


	· 

	Key Message 3
· Supporting Message


	· 


Stakeholder Analysis 

Critical for Effective Communication

	Stakeholder:

---------------
	Current
	Needed (or desired)
	Response(s)

	Understanding


	· 
	· 
	

	Commitment


	
	· 
	· 

	Opportunity


	
	· 
	· 

	Preferred Style: (level of detail, visual/auditory, hot buttons)


Literacy Analysis
How much does each stakeholder know?
	Category
	Assessment
	Response
	Message(s)

	General


	
	
	

	Business


	
	
	

	Technology


	
	
	

	Problem


	
	
	

	Solution


	
	
	

	Status


	
	
	

	Our Credibility


	
	
	


Agenda Analysis
What does each stakeholder stand to gain or lose because of our effort?
	Category
	Assessment
	Response
	Message(s)

	Real Gain 


	· 
	· 
	· 

	Perceived Gain


	· 
	· 
	· 

	Real Loss


	· 
	· 
	· 

	Perceived Loss


	· 
	· 
	· 

	Public Agenda


	· 
	· 
	· 

	Private Agenda


	· 
	· 
	· 


Opportunity Analysis

Obstacles, Constraints, Stimulants

	Category
	Assessment
	Response
	Message(s)

	Constraint


	· 
	· 
	· 

	Obstacle


	· 
	· 
	· 

	Stimulants


	· 
	· 
	· 

	Other


	· 
	· 
	· 


Customized Messages

(For Each Stakeholder) 

	
	Generic Message


	Customized for: _______________

	Primary Theme


	
	

	Call to Action


	
	

	Catch Phrase – Hook


	· 
	· 

	Key Message 1
· Supporting Message

· Supporting Message


	· 
	· 

	Key Message 2
· Supporting Message

· Supporting Message

· Supporting Message


	
	· 

	Key Message 3
· Supporting Message


	· 
	· 

	Preferred Style

Common Questions


	


A Sample Presentation Structure
	Element
	Message(s)

	Courtesy Opening


	

	Tell ‘em what you are going to tell ‘em

· Hook their attention

· Introduce the theme

· Introduce the catchphrase 
	

	Summarize the supporting messages

	

	Transition to, state, elaborate supporting message 1  (reference to catchphrase) 


	

	Transition to, state, elaborate supporting message 2  (reference to catchphrase) 


	

	Transition to, state, elaborate supporting message 3  (reference catchphrase) 


	

	Summarize the theme and the supporting messages; end with the catchphrase 


	

	Respond to questions 
	

	Finish strong

· Now is the time      -  Catchphrase

· Call to action          -  Confirm the response
	


Prepare for Reactions 

	Reaction Type
	Anticipated Reactions
	Planned Responses

	Question 1:


	
	

	Question 2:


	
	

	Question 3:


	
	

	Reception 1: 


	
	

	Reception 2:


	
	

	Reception 3:


	
	


Prepare Contingencies
	Risks/Opportunities
	Sample Situations
	Planned Responses

	Meeting Time

	· Late/Early start

· Late/Early finish

· Interruption
	· 

	Attendance

	· Missing key person(s) all or part of the time

· Extra people


	· 

	Mood

	· Good/Bad

· Hunger
	· 

	Venue

	· Not available

· Small/large/noisy
	· 

	Equipment

	· Cable, color compatibility, malfunction
	· 

	Unrelated Topics

	· Yours/Others

· Business/Social
	· 

	Other
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