


	Targeted Communications Worksheet

	STAKEHOLDER GROUP
	1)
	2)
	3)
	4)

	How will change affect this stakeholder?
	
	
	 
	 

	What will be the concerns of this stakeholder?
	
	
	 
	 

	What action(s) do you need this stakeholder group to take?
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	KEY MESSAGE:
WHAT information will motivate this stakeholder to support/not derail the project or change effort?
	
	
	 
	 

	WHEN should the information be delivered?
	
	
	 
	 

	WHO is most credible messenger (e.g., immediate supervisor, influential peer)?
	
	
	 
	 

	HOW will you communicate? What are the most effective channels (e.g., department meetings, newsletter)?
	
	
	 
	 








