
Pre-Drafted 
Communication 
Guidelines



Use Organizational Letterhead

Contact Information:

Position

Phone Number(s)

Email

Lead should explain the essential information surrounding the situation 
(Who? What? Where? Why? When?)

Your employees are looking for a voice of authority; the tone should be 
formal and the information should be verified.

Try to include information or a quotation from a relevant source or authority. 

Keep things brief; you do not want to confuse people with 
needless information.

Title of communication should be 

descriptive, informative
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Example of Coronavirus Internal Communication
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