Message Development Worksheet

	Event Name:
	     

	Message Number:
	     
	Date/Time:
	     


Step 1: Decide on the three key message topics: 

	1.
	     

	2.
	     

	3.
	     


Step 2: Consider the following:

	Audience:
	Purpose of Message:
	Method of Delivery:

	 FORMCHECKBOX 

	Demographics (age, language, culture)
	 FORMCHECKBOX 

	Call to action/public direction
	 FORMCHECKBOX 

	Through spokesperson/in-person

	 FORMCHECKBOX 

	Relationship to event
	 FORMCHECKBOX 

	Clarify event status
	 FORMCHECKBOX 

	Web release

	 FORMCHECKBOX 

	Level of concern 
	 FORMCHECKBOX 

	Give facts and/or provide update
	 FORMCHECKBOX 

	Call centre/frontline personnel

	
	
	 FORMCHECKBOX 

	Address rumours
	 FORMCHECKBOX 

	Radio

	
	
	 FORMCHECKBOX 

	Satisfy media requests
	 FORMCHECKBOX 

	Print media release

	
	
	
	
	 FORMCHECKBOX 

	Other:      

 FORMTEXT 
 

 FORMTEXT 
          



Step 3: Consider the six emergency message components:

	1.
	Expression of empathy:
	     

	2.
	Clarify Facts
	     

	
	Who:
	     

	
	What:
	     

	
	Where:
	     

	
	When:
	     

	
	Why:
	     

	
	How:
	     

	3.
	What we are doing:
	     

	4.
	Potentially questions:
	     

	5.
	Statement of commitment:
	     

	6.
	For more info:
	     


Step 4: Develop complete key message for each of the three message topics

	Topic 1:
	     

	Complete Message:
	     

	Supporting Facts:
	     


	Topic 2:
	     

	Complete Message:
	     

	Supporting Facts:
	     


	Topic 3:
	     

	Complete Message:
	     

	Supporting Facts:
	     


Step 5: Check your message for the following and revise as needed

	 FORMCHECKBOX 

	Positive action steps
	 FORMCHECKBOX 

	Tested for clarity
	 FORMCHECKBOX 

	Humour avoided

	 FORMCHECKBOX 

	Honest open tone
	 FORMCHECKBOX 

	Jargon avoided
	 FORMCHECKBOX 

	Judgmental phrases avoided

	 FORMCHECKBOX 

	Speaking only on behalf of your organization
	 FORMCHECKBOX 

	Simple words, short sentences used
	 FORMCHECKBOX 

	Speculation and assumptions avoided 

	 FORMCHECKBOX 

	Information is confirmed
	 FORMCHECKBOX 

	Aware of difficult ?s
	 FORMCHECKBOX 

	Negativity avoided


