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Clear and consistent communication is fundamental to any organization's
success. In a recent survey, nearly 45% of employees at large companies
indicated a crucial gap in their leadership. More specifically, their concern lies
in a need for more effective internal communication.

This white paper focuses on the power of executive communication templates
and how to use them. Whether you're a seasoned leader or new to an
executive job, this white paper facilitates building a clear communication plan
to accomplish your organizational goals.

Five benefits of the executive
communications template

Developing a comprehensive executive communication template offers five
crucial advantages for both executives and the organization as a whole. Here
are five key benefits you can expect to reap:

» Streamlined planning. The pre-designed templates give a clear
structure and walk executives through each phase of the
communication plan development process. This removes the need to
"start from scratch" and guarantees that all important issues are
handled.

®» Increased consistency. The template saves critical time and
resources. Executives may concentrate on developing precise
specifics for their plan rather than on layout and formatting.
Furthermore, it provides a consistent communication style and
messaging across different audiences.
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» Improved decision-making. The template helps executives create
more effective communication strategies by analyzing audience
demographics, preferences, and communication styles. This data-
driven approach allows for more targeted messaging.

» Reduced risk of errors. Developing clear, concise, and compelling
messaging is crucial to minimize the risk of miscommunication and
ensure that key points resonate with the intended audience.

» Enhanced communication skills over time. Using the templates
regularly allows you to develop a more systematic approach to
communication planning. This, in turn, develops strong
communication skills within the executive team.

Building your communication plan with
templates

As we delve deeper into the communication planning process, we prepared
downloadable templates to streamline executive communication. Each
template tackles a specific aspect of communication planning, ensuring a
well-rounded and strategic approach.
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1. Communication planning worksheet

This worksheet is intended to assist you in planning and implementing a
successful communication strategy. Structure your executive communications
plan by filling out the following sections.

Aspect Description Comments

Objectives What do you want to achieve
with your communication?

Target audience Who are you communicating
with?

Key messages What are the 3-5 most
important points you want to
convey?

Communication channels How will you reach your target
audience?

Timeline When will you communicate?

Responsible parties Who is responsible for creating

and delivering the
communication?

Budget (Optional) What are the
resources allocated for this
communication plan?

Measurement How will you measure the
success of your communication
efforts?
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2. Crisis communication plan template

This crisis communication plan template facilitates a business to respond
effectively to situations that could damage its reputation, operations, or
stakeholder relationships. Consider it a starting point — tailor it to the
business's specific needs.

Remember, the best plans are tailored to your organization's specific needs.
Therefore, all relevant departments must create and refine the crisis
communication strategy.

Aspect Description Comments

Potential crisis scenarios Identify potential crises that
could impact the company.

Communication team Identify the team responsible
for managing crisis
communication.

Roles and responsibilities Define the roles and
responsibilities of each team
member during a crisis.

Key messages Develop pre-approved key
messages to be used in
different crisis scenarios.

Communication channels Determine the communication
channels to be used during a
crisis.

Escalation procedures Define the process for
escalating the crisis to senior
management.
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3. Audience analysis template

Understanding your audience facilitates developing an effective
communication plan. This template is a general reference and may require
adjustments based on the business communication goals and target audience.

Aspect Description Comments
Audience segment Who is this specific group of

people you are communicating

with?
Needs and interests What are their main concerns

and what do they hope to gain
from this communication?

Knowledge level How familiar are they with the
topic or product?

Preferred communication How do they typically receive

channels information?

4. Message development guide

A well-developed message is clear, concise, and relevant to your target
audience. This template outlines a structure for creating effective messages.
However, remember to tailor it to your business's communication objectives

and target audience.

Step Description Comments
Define communication What do you want your
objective

audience to do after receiving
your message?
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Step

Identify key messages

Tailor to audience

Craft a compelling story

Use clear and concise
language

Call to action

Description Comments

What are the 3-to 5 most
important points you want to
convey?

How can you adapt your
message to resonate with each
specific audience segment?

How can you use storytelling to
engage your audience and
make your message
memorable?

Avoid jargon and technical
terms that your audience may
not understand.

What do you want your
audience to do after hearing
your message?

5. Feedback mechanisms checklist

The checklist below includes several strategies for gathering feedback on
your leadership messages. By utilizing it, you can better understand executive
communication and identify areas for improvement.

Mechanism

Disadvantages

Description

Advantages

Executive surveys

1. Anonymity 1. Low response

2. Efficiency

Targeted surveys
distributed
electronically to a select

rates
2. Limited details
group of executives
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Mechanism Description

One-on-One Direct conversations

meetings between executives and
key stakeholders (e.g.,
board members, senior
management, key
clients).

369° feedback A structured approach

reviews

where executives
receive feedback from
superiors, peers, and
direct reports.

Post-communication
surveys (targeted)

Surveys are distributed

electronically or through
dedicated hotlines after
specific communication
event.

Executive coaching Working with an
experienced coach to
develop leadership

communication skills.

Advantages

1. Targeted feedback
2. Building
relationships

1. Multi-perspective
2. Development
focus

1. Targeted feedback
2. Actionable insights

1. Personalized
approach

2. Long-term
improvement of
communication

Disadvantages

1. Time-consuming
2. Limited scope

1. Potentially
uncomfortable.
2. Confidentiality
concerns.

1. Response bias
2. Limited scope

1. Costly
2. Time commitment

Recommendation on using templates for successful

executive communication

Having a toolbox full of communication templates is great, but how to use

them together for maximum impact? This section explains how to combine

them for a winning executive communication strategy.

For convenience, all templates follow a similar structure, ensuring a consistent

style and messaging. Here's how to combine them for an effective

communication plan:
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» Start preparation with the communication planning worksheet. This
helps you figure out your goals, who you're talking to, and what key
messages you want to get across.

» Understand your audiences using the audience analysis template to
their needs, what they already know, and how they prefer to receive
information.

» Craft a compelling message with the appropriate template. It
facilitates structuring your message into a story that supports the
company’s goals.

®» Plan for the unexpected with the crisis communication plan
template. This step allows for smooth and coordinated
communication, no matter what comes up.

» Evaluate for reaction and improve the executive communication with
a feedback mechanisms checklist.

Simplify your board meetings and streamline collaboration using board portal
solution.

According to the board portal comparison, experts recommend the iDeals’

board portal as the number one board management software:

s*Board
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Support

support@idealsvdr.com

Visit
North American Office
14 Wall Street, 20th Floor,

New York City, New York, 10005,
United States of America
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United States
888 927 0491

United Kingdom
808 189 5055

European Office

49 Queen Victoria Street,
London EC4N 4SA,
United Kingdom
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