Parts of a People Leader message toolkit

Overview: briefly describe the topic i.e. what, why, when, who

Objectives: typically related to the issue, topic or subject or you can include specific communications objectives e.g. Reach all employees with consistent messages by xx <date>, educate/engage/inspire employees, etc.

Guiding principles
<include examples of how to cascade the information whether it is in a face-to-face team meeting, hybrid meeting, 1:1 etc.>

Key Messages
<brief points to help focus the discussions and drive consistency>
<include a wrapper to indicate that the points are not meant to be a read as a scrip but to guide the discussion>

Timeline: map of key dates and milestones with clear expectations on when you expect People Leaders to have discussions with their team 
