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To effectivelly roll-out a meaningful internal communications strategy, the right software 
is no longer just a “nice-to-have”. Internal communications software is the centerpiece of 
effective, scalable employee communication.

Yet, for internal communicators, HR leaders, and IT teams, getting these tools across 
the finish line can be a challenge. Why? Because finding the right solution to meet tech 
requirements and communication needs isn’t always straightforward.

The roll-out of helpful internal communications software that can amplify employee 
engagement can start and stop with an IT department. IT and Security teams are tasked with 
evaluating every new piece of software to ensure that it aligns with the company’s technical 
infrastructure, security protocols, and compliance mandates. 

While due diligence is essential, many potentially game-changing internal communication  
(IC) tools never make it through compliance.

So, what’s the secret to breaking this deadlock and getting your preferred communication 
solution over the finish line? One word: communication. 

As the technology stakeholder, coming prepared with all of the information needed 
to alleviate IT concerns offers the best running start. This requires not only a deep 
understanding of IT’s priorities but also the ability to effectively communicate how your 
proposed IC tool meets standards of practice while aligning with broader organizational goals. 

This eBook is designed to help internal communicators and other stakeholders secure IT 
approval and get valuable internal communication tools across the finish line.

Editor’s Note
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Understanding IT’s Role in  
Software Adoption
When seeking approval for new internal communications software, internal communicators 
must understand and address the unique priorities of IT departments. This section will 
explore IT’s key concerns, the importance of their buy-in, and provide practical guidelines  
for engaging with IT effectively.

Chapter 1

Key takeaways:

•	 IT’s Buy-In is Essential for Successful Implementation 
IT approval is important not only for moving forward with software 
adoption but also for ensuring smooth integration with existing 
systems, maintaining security and compliance, and minimizing 
potential disruptions. 

•	 Prioritize Security, Compliance, and Integration 
IT teams will focus on the software’s ability to protect data, meet 
regulatory requirements, and integrate seamlessly with current 
technology. Addressing these concerns upfront ensures a smoother 
approval process. 

•	 Engage IT Early and Communicate Clearly 
Involving IT from the start, providing detailed documentation, and 
aligning the software’s benefits with organizational goals helps build 
trust and collaboration, increasing the chances of gaining IT’s support.
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The Importance of IT’s Buy-In
Gaining IT’s buy-in is not just a formality but a key step for successful software adoption. 
Their approval is often required to proceed with implementation, and their support can 
facilitate a smoother transition. IT’s endorsement can also ensure that the software is 
integrated effectively, aligns with security and compliance standards, and delivers value 
without causing unforeseen issues. 

Overall, here’s why IT buy-in is needed to implement a software solution effectively:
 

•	 Essential for Implementation Approval: IT’s approval is often a prerequisite for 
moving forward with any software adoption, ensuring that the project can proceed 
without delays or roadblocks. 

•	 Facilitates Seamless Integration: IT’s expertise helps ensure the new software 
integrates smoothly with existing systems and infrastructure, preventing compatibility 
issues and minimizing disruptions. 

•	 Ensures Security and Compliance: With IT’s endorsement, the software is more likely 
to meet the organization’s data protection, privacy, and regulatory standards, reducing 
the risk of breaches or penalties. 

•	 Provides Ongoing Support and Troubleshooting: Involving IT early on ensures that 
there is a dedicated team ready to support the implementation, address technical 
issues, and help resolve problems quickly, leading to a smoother transition. 

•	 Enhances Overall Software Effectiveness: Gaining IT’s buy-in helps maximize 
the software’s value, ensuring it delivers on its promised benefits without causing 
unforeseen issues or complications.

Involving IT - Do’s:

•	 Involve IT ASAP: Engage IT from the beginning of the software evaluation 
process. Early involvement helps in understanding their concerns and 
requirements, and enables a collaborative approach to finding a solution. 

•	 Communicate Benefits Clearly: Highlight how the software aligns with 
organizational goals and enhances internal communication. Clearly outline  
the benefits and how it will address specific needs within the organization. 

•	 Provide Detailed Information: Offer comprehensive documentation about 
the software’s features, security protocols, and compliance measures. This 
helps IT make informed decisions and eases the approval process.
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IT’s Priorities - What You Need to Know

Priority 1: Security

Ensuring Data Protection

IT departments are focused on safeguarding the organization’s data against threats like 
unauthorized access, data breaches, and cyberattacks. Any new software must meet high 
security standards, including strong encryption for data protection, effective access controls 
(such as multi-factor authentication and role-based access), and regular security updates. 
IT will evaluate how the software manages data throughout its lifecycle—from collection and 
storage to transfer and deletion—to ensure it aligns with internal data protection policies.

Priority 2: Compliance

Meeting Legal and Industry-Specific Regulations

Compliance with key regulatory requirements is important, as it affects the organization’s 
risk profile and reputation. IT will assess whether the software aligns with important 
U.S. regulations, such as HIPAA (Health Insurance Portability and Accountability Act) for 
protecting health information and CCPA (California Consumer Privacy Act) for consumer 
data rights. Particularly, they will scrutinize the software’s data management practices 
to ensure they align with these regulations, including how personal and sensitive data is 
collected, stored, processed, and shared. This involves verifying that the software maintains 

Involving IT - Don’ts:

•	 Don’t Ignore IT Concerns: Avoid overlooking IT’s priorities. Be prepared to 
make adjustments on software rollout and timelines based on feedback. 

•	 Don’t Rush the Process: Allow sufficient time for IT to review and assess 
the software. Rushing through this process can lead to missed issues or 
overlooked requirements that could cause problems later. 

•	 Assume the Worst: While IT may have slightly different priorities from your 
team, you all share a common goal: wanting your organization to succeed. 
With the proper information, questions answered, and feedback absorbed,  
IT can be on your side.
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comprehensive documentation, audit trails, and compliance reports to demonstrate 
regulatory adherence and prepare for potential audits or legal inquiries.

Priority 3: Integration

Seamless Compatibility with Existing Systems

For new software to gain IT approval, it must integrate seamlessly with the organization’s 
existing technology stack without causing disruptions to current workflows. This includes 
compatibility with existing databases, communication platforms, CRM systems, HR tools, and 
other software already in use. 

IT teams will assess whether the new software supports standardized APIs and data formats, 
ensuring smooth data exchange between systems. They will also evaluate the software’s 
ability to integrate with legacy systems, which are often critical to operations but may 
not support modern integration protocols. Compatibility is essential to avoid redundant 
processes, data silos, and inefficiencies that can hinder productivity. A successful integration 
plan should also minimize downtime during deployment, provide a clear roadmap for phased 
rollouts, and include strategies for training and user adoption, ensuring a smooth transition 
with minimal disruption to the organization’s operations.



IT Checklist: Assessing Proposed Internal 
Communications Software

To streamline the approval process, use the following checklist to ensure your 
proposed software meets IT’s criteria:

Security:
•	 Does the software offer robust data encryption and protection mechanisms? 
•	 Is there a clear process for managing user access and authentication?
•	 Are there regular security updates and vulnerability assessments?

Compliance:
•	 Does the software comply with relevant industry regulations (e.g., GDPR, 
HIPAA)?
•	 Are there features for maintaining compliance documentation and audit trails?
•	 How does the software handle data retention and deletion policies?

Integration:
•	 Can the software integrate seamlessly with existing systems and tools?
•	 Are there APIs or connectors available for linking with other platforms?
•	 Will the integration cause any disruptions to current workflows?

Support and Maintenance:
•	 What level of support and maintenance is provided by the vendor?
•	 Are there clear protocols for handling issues or downtime?
•	 What is the vendor’s track record for reliability and customer service?

Cost and Resource Implications:
•	 What are the total costs, including implementation, licensing, and ongoing 
maintenance?
•	 How will the software impact IT’s workload and resource allocation?
•	 Are there any hidden costs or additional fees?

By addressing these aspects and following best practices for involving IT, you can 
facilitate a smoother approval process and pave the way for successful adoption of 
your internal communications software.
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Common IT Concerns with Software 
Solutions & How to Overcome Them
As internal communicators and HR leaders advocate for the adoption of software solutions, 
it’s essential to address common IT concerns that may arise. This section delves into key IT 
apprehensions and strategies for overcoming them.

Chapter 2

Key takeaways:

•	 Ensure Robust Security 
IT teams will be concerned about protecting sensitive employee 
data. Highlight how your internal communications software uses 
advanced encryption (AES-256, TLS) and access controls (multi-
factor authentication, role-based access) to prevent breaches and 
unauthorized access. 

•	 Vendor Certifications Matter 
IT will look for compliance with industry standards like ISO 27001 
and SOC 2 Type II. Make sure your chosen vendor can demonstrate 
these certifications, proving their ability to secure and manage data 
responsibly. 

•	 Address Integration and Costs 
Integration with existing systems and clear cost transparency are 
critical to avoid disruptions and budget surprises. Ensure the software 
integrates seamlessly with current tools and provides a full breakdown 
of both upfront and ongoing costs.
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Overcoming Security Risks for IT: What Needs to  
Be Addressed

When selecting a software provider, overcoming security risks is one of the most important 
considerations for both IT teams and internal communicators. With sensitive employee and 
organizational data at stake, you need to ensure the software solution can protect against 
unauthorized access, data breaches, and compliance failures. Read on as we fill you in on 
security risks and what you can do to overcome them.

Encryption and Breach Prevention
Data security is a paramount concern for IT departments, as any compromise can lead to 
severe financial, legal, and reputational consequences. When evaluating software solutions, 
IT looks for robust data protection measures that safeguard sensitive information from 
unauthorized access, loss, or theft.. Your internal communications software vendor should 
provide information and alleviate concerns around protection, encryption and breach prevention.

Encryption Protocols

•	 Encryption Standards: Strong encryption is essential to protect data both in transit (as 
it moves between systems) and at rest (when it is stored). Look for software that employs 
advanced encryption standards, such as AES-256 (Advanced Encryption Standard with 
a 256-bit key), which is widely recognized for its strength and effectiveness. Data in 
transit should be protected using protocols like TLS (Transport Layer Security) to prevent 
interception and tampering during transmission. 

•	 Access Controls: The software should offer comprehensive access controls to manage 
who can access data and under what conditions. This includes multi-factor authentication 
(MFA), which requires users to provide two or more verification factors, and role-based access 
control (RBAC), which restricts system access based on a user’s role within the organization.

Breach Prevention Strategies

•	 Prevention Planning: A strong breach prevention plan should include regular security 
patching and updates to address vulnerabilities, intrusion detection systems (IDS) to 
identify and mitigate potential threats in real-time, and endpoint protection to secure all 
devices that connect to the organization’s network. The software should also support 
data loss prevention (DLP) tools that monitor and control data transfers to prevent 
unauthorized sharing or leakage of sensitive information. 

•	 Vendor Reputation and History: It’s vital to verify the vendor’s track record in handling 
data securely. Look for evidence of past performance, such as the absence of significant 
security breaches, and inquire about any past incidents to understand how they were 
managed. The vendor should align with industry best practices and demonstrate a 
commitment to proactive security measures.
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Vendor Security Certifications and Compliance
When choosing a SaaS provider, IT departments assess the vendor’s adherence to security 
standards through recognized certifications. These certifications indicate that the vendor has 
undergone rigorous independent assessments and meets high levels of security control and 
management. Some of the most common and critical certifications include:

•	 ISO 27001: This is an internationally recognized standard for information security 
management systems (ISMS). It demonstrates that the vendor has established, 
implemented, maintained, and continuously improved a framework for managing sensitive 
company information, covering areas like risk management, data protection, and incident 
response. Vendors with ISO 27001 certification have shown a commitment to systematic 
risk management processes that identify, assess, and address risks to data security. 

•	 SOC 2 (Service Organization Control 2): SOC 2 compliance, specifically Type II, 
focuses on a service organization’s controls relevant to security, availability, processing 
integrity, confidentiality, and privacy. A SOC 2 Type II report provides in-depth 
information on the effectiveness of these controls over a defined period (typically 
6-12 months). It indicates that the vendor has consistently applied these controls to 
protect user data, offering assurance to IT departments that the vendor is capable of 
safeguarding sensitive information. 

•	 Other Certifications and Standards: Additional certifications, such as PCI DSS 
(Payment Card Industry Data Security Standard) for payment data, FedRAMP (Federal 
Risk and Authorization Management Program) for cloud services used by U.S. 
government agencies, and HIPAA compliance for handling healthcare data, may also 
be relevant depending on the organization’s industry. These certifications demonstrate 
that the vendor complies with specific regulatory requirements and industry standards, 
reducing the risk of non-compliance and associated penalties.

It’s crucial to ensure that the vendor’s certifications are current and periodically renewed to 
reflect ongoing compliance with evolving security standards. Outdated certifications may 
indicate that the vendor has not maintained the required security practices. Furthermore, 
the certifications should be directly relevant to your organization’s specific compliance 
requirements, such as GDPR for European data protection laws or CCPA for California 
consumer data privacy.



Cheat sheet: How to Overcome Compliance 
Requirements for IT

Navigating compliance requirements will be on your to-do list when presenting new 
software to IT. To gain their support, you’ll need to demonstrate how the software 
meets key regulatory standards and mitigates compliance risks effectively. Here’s 
how you can address compliance requirements head-on:

1. Understand Relevant Regulations

•	 Identify key regulations: Focus on regulations that are most applicable to your 
organization, such as HIPAA for healthcare or CCPA for consumer data privacy.
•	 Tailor your presentation: Address specific IT concerns by showing how the 
software supports compliance with these regulations.
•	 Example: Highlight how the software handles HIPAA compliance by encrypting 
data and controlling access, or how it manages CCPA requirements like data  
consent and deletion requests.

2. Highlight Compliance Features

•	 Showcase encryption protocols: Demonstrate how the software uses 
encryption (e.g., AES-256) to protect sensitive data.
•	 Discuss access controls: Explain how features like role-based access control 
(RBAC) limit access to authorized users only.
•	 Provide examples: Use examples like automated audit trails that track all 
actions within the system, ensuring transparency and accountability.
•	 Simplify reporting: Highlight built-in tools for monitoring compliance, such as 
dashboards or automated alerts for potential breaches.

3. Provide Documentation and Proof of Compliance

•	 Offer third-party certifications: Present certifications like SOC 2 or ISO 27001 
to verify the software’s security practices.
•	 Share success stories: Provide examples of other organizations in your 
industry that have successfully used the software to stay compliant.
•	 Deliver comprehensive documentation: Include data processing agreements, 
privacy policies, and records of third-party audits to reassure IT of the software’s 
compliance readiness.
•	 Prepare for regulatory scrutiny: Ensure that IT has all the necessary 
documentation to confidently address any regulatory audits or inquiries.



13

The Legal Implications of Non-Compliance
Failing to comply with regulatory requirements can have serious legal consequences, 
including heavy fines, penalties, and reputational damage. For example:

•	 GDPR Violations: Fines can reach up to €20 million (around $22.3 million USD) or 4%  
of a company’s global annual revenue, whichever is higher.
•	 HIPAA Violations: Penalties range from $100 to $50,000 per violation, depending on 
the level of negligence, with a maximum of $1.5 million per year for repeated violations  
of the same provision.

To avoid these risks, IT departments need confidence that a software solution will help the 
organization stay compliant. This requires the vendor to provide:

•	 Clear Documentation: Outlining how the software meets regulatory obligations, 
including data protection policies, security audit reports, and privacy impact assessments.
•	 Adherence Guarantees: Assurance that the software complies with data residency 
laws and other regulatory standards.
•	 Support and Guidance: Offering compliance training, data processing agreements, and 
tools for managing data subject requests to help organizations navigate complex regulations.

Integration Challenges to How to Address Them
When introducing new internal communication software, integration challenges can cause 
hurdles, especially if the solution doesn’t seamlessly align with existing systems, workflows, 
and IT resources. Here’s what may come up as part of integration challenges at your 
organization: 

1. Incompatibility with Existing Infrastructure

Understanding the Challenge: New software must work smoothly with the organization’s 
existing tools, like CRM, ERP, or email systems. Poor integration can cause data silos, 
redundant data entry, and delays in workflows, leading to inefficiencies.

What to Do Before Approaching IT: Ensure the SaaS solution offers robust integration 
capabilities, such as APIs (e.g., REST, SOAP) and pre-built connectors that facilitate seamless 
communication between systems. Confirm the software can work with the platforms your 
organization already uses.

How to Build Confidence with Your IT Team: Share examples or case studies from similar 
organizations that have successfully integrated the software. This helps IT feel reassured 
about the software’s compatibility and reduces concerns about operational disruptions.
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2. Potential Disruption to Current Systems

Understanding the Challenge: New software can disrupt current systems and workflows, 
causing downtime, data loss, or other interruptions. These disruptions can lower productivity, 
increase costs, and frustrate users.

What to Do Before Approaching IT: Work with vendors to develop a clear, phased 
deployment plan that outlines every step—from initial setup to full rollout. Ensure the plan 
includes data migration strategies, user training, and any available vendor support, such as 
technical teams or dedicated account managers.

How to Build Confidence with Your IT Team: Point out features that help reduce disruptions, 
like data migration wizards, sandbox environments for testing before going live, and 
automated error detection systems to catch issues early.

Cost and Resource Allocation Challenges and How to 
Address Them 
Effectively managing cost and resource allocation is another important aspect of introducing 
new internal communication software, as unexpected expenses and increased workload can 
strain both IT resources and the overall budget. You could run into the following cost and 
resource-related challenges: 

1. Budget Considerations and Hidden Costs

Understanding the Challenge: The total cost of ownership (TCO) goes beyond initial 
expenses. Ongoing costs like maintenance, upgrades, and potential downtime must be 
factored in. Hidden fees for additional features, user licenses, or storage can significantly 
impact the overall budget.

What to Do Before Approaching IT: Request a detailed breakdown of all potential costs, 
including pricing tiers, licensing models (e.g., per user, per feature), and any premium support 
fees. Ask for a cost-benefit analysis to demonstrate the long-term value of the software, 
aligning it with the organization’s budget and justifying the investment to stakeholders.

How to Build Confidence with IT: Provide IT with the full cost structure upfront, avoiding 
surprises that could lead to mistrust. Further, highlight how the software can streamline 
operations, reduce manual tasks, and minimize the need for extra support, proving the 
investment is worth the cost.
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2. Impact on IT Resources and Workload

Understanding the Challenge: Be aware that new software can add to IT’s workload, 
requiring extra time for monitoring, maintenance, and support—especially if IT is already 
managing multiple systems.

What to Do Before Approaching IT: Look for SaaS solutions that offer extensive vendor 
support, such as 24/7 technical assistance, training, and automated updates. Focus on 
software that streamlines IT tasks through automation, real-time analytics, and user-friendly 
management dashboards.

How to Build Confidence with Your IT Team: Propose a plan where routine tasks are handled 
by the vendor, allowing IT teams to focus on higher-priority initiatives, demonstrating that 
the new software will enhance overall efficiency rather than becoming a burden.



IT Team FAQs and How Your Vendor Should Answer
To gain IT’s support for new internal communication software, you’ll want to 
anticipate their common questions and concerns. These often revolve around 
security, integration, compliance, and resource management. Ensuring your vendor 
provides clear, detailed, and satisfactory answers to these questions can build trust 
and facilitate a smoother approval process. Below are some typical questions IT 
teams might ask and how your vendor should address them:

How does the software ensure data security and privacy? 
•	 The vendor should detail encryption methods, data protection policies, and  
security certifications.

What compliance measures are in place?
•	 Have the vendor demonstrate adherence to relevant regulations and provide 
documentation of their compliance practices.

How will the software integrate with our existing systems?
•	 Ask the vendor to offer information on integration capabilities, APIs, and  
compatibility with existing infrastructure.

What are the total costs and potential hidden fees?
•	 The vendor should provide a transparent cost breakdown and clarify any  
additional expenses.

What support and resources are available?
•	 Request an outline from the vendor around the level of support provided,  
including training, troubleshooting, and ongoing maintenance.

When you address these concerns upfront and act as the liaison between the vendor  
and your IT team, you can better provide comprehensive, clear information and 
effectively manage IT’s apprehensions. This will facilitate a smoother adoption 
process within your organization.
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How to Engage IT and Build
a Collaborative Approach
Successfully securing IT approval for new internal communications software involves more 
than just addressing their concerns—it requires a collaborative and strategic approach. 
This section provides guidelines for engaging IT effectively, developing a strong working 
relationship, and ensuring a smooth approval process.

Chapter 3

Key takeaways:

•	 Engage IT Early for Successful Adoption 
Involve IT from the start to address technical, security, and 
compliance concerns early, streamline the approval process,  
and build a collaborative relationship that minimizes delays and  
potential roadblocks. 

•	 Tailor Your Pitch to IT Priorities 
Focus your software presentation on IT’s main concerns—security, 
compliance, and integration. Provide evidence of security features, 
regulatory compliance, and seamless integration with existing 
systems to gain their trust. 

•	 Establish Clear Communication and Feedback Loops 
Create regular opportunities for IT to provide feedback through 
structured meetings and transparent communication channels. 
Acting on feedback promptly will strengthen collaboration and 
ensure smoother implementation.
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Engage IT Early for Smooth Software Adoption
By engaging IT at the outset, your technical team can gain a comprehensive understanding 
of the proposed software’s scope, purpose, and benefits. 
Early collaboration helps avoid potential roadblocks by addressing infrastructure, security, 
and compliance concerns upfront. Additionally, involving IT early fosters a sense of 
partnership, and helps streamline the approval process,minimizingthe risk of delays.

Key Benefits of Early IT Involvement:

•	 Identify and resolve technical issues before they escalate
•	 Ensure alignment with infrastructure, security, and compliance standards
•	 Streamline the approval process for faster adoption
•	 Build trust and collaboration between teams
•	 Reduce the risk of data breaches or regulatory non-compliance

 
How to Present Internal Comms Software Products

1. Tailor Your Software Pitch to Your IT Team
When presenting SaaS products to IT, it’s crucial to focus on the aspects that align with 
their specific priorities and concerns. Recognize that IT’s primary focus areas typically 
include security, compliance, and seamless integration (the triple threat). Therefore, your 
presentation should emphasize how the software addresses these areas:

•	 Security: Clearly outline the security features of the software, such as data 
encryption methods (e.g., AES-256 for data at rest and TLS for data in transit), multi-
factor authentication, and regular security patches or updates. Highlight any security 
certifications (e.g., ISO 27001, SOC 2 Type II) that the software holds and discuss how 
these align with the organization’s security policies and standards.

•	 Compliance: Provide detailed information on how the software complies with relevant 
regulations (e.g., GDPR, HIPAA, CCPA). Explain the built-in compliance features, such as 
data residency options, audit trails, and access controls, which ensure that the software 
meets all legal and regulatory requirements.

•	 Integration: Address how the software integrates with the existing IT infrastructure. 
Share specifics about APIs, data connectors, and compatibility with the organization’s 
current systems, like CRM or ERP platforms. Provide examples of successful integrations 
in similar organizations or industries to illustrate the software’s flexibility and ease of use.
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2. Leverage Data and Evidence to Build Your Case

Support your presentation with solid data and evidence to build credibility and reassure IT 
of the software’s benefits. Utilize case studies, success stories, and performance metrics 
that illustrate how the software has successfully been implemented in similar organizations 
and delivered tangible results:

•	 Case Studies: Present detailed case studies from organizations of similar size 
or industry, highlighting how they achieved specific outcomes, such as improved 
efficiency, reduced costs, or enhanced security through the software.

•	 Success Stories: Share testimonials from IT leaders or other stakeholders who have 
experienced positive results with the software. These endorsements can add a human 
element and help IT teams envision the software’s impact within their own organization.

•	 Performance Metrics: Provide quantitative data, such as percentage increases 
in productivity, reductions in security breaches, or improvements in compliance 
management. These metrics offer concrete proof of the software’s effectiveness  
and help IT make an informed decision.

3. Outline Clear Next Steps and Responsibilities
After presenting the software’s features and benefits, clearly outline the next steps to keep 
the momentum going and ensure everyone knows their role in the implementation process. 
Provide a roadmap that details the tasks, timelines, and support resources required for a 
successful rollout: 

•	 Action Plan: Lay out a step-by-step plan for implementation, including key 
milestones, timelines, and deliverables. Specify what needs to be done, who is 
responsible, and the deadlines for each task. This provides a clear path forward and 
helps prevent any confusion or delays.

•	 Assigned Roles: Clearly define the roles and responsibilities of each stakeholder 
involved, from IT to other departments. Specify who will handle technical integration, 
user training, data migration, and ongoing support. This ensures accountability and 
keeps the project on track.

•	 Support and Resources: Highlight the resources available to assist IT, such as 
training sessions, documentation, and customer support. Provide contact points for 
troubleshooting and ongoing assistance to reassure IT that help is available throughout 
the implementation process. This builds confidence and encourages a smoother 
adoption journey.
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How to Establish an Open Feedback Loop with IT

1. Create Opportunities for IT Input
Establish regular touchpoints throughout the evaluation and implementation process to 
gather IT’s feedback. This could include scheduled meetings, surveys, feedback sessions, or 
workshops. By consistently providing opportunities for IT to share their thoughts, you ensure 
that their feedback is integrated into decision-making and project planning:

•	 Regular Meetings: Hold bi-weekly or monthly meetings to discuss progress, address 
concerns, and gather input from IT. Make sure these meetings are structured to 
encourage open dialogue and focus on addressing specific issues or questions. 

•	 Surveys and Feedback Forms: Use surveys or feedback forms to collect structured 
input from IT team members. These tools can help gather a wide range of perspectives 
and ensure that all concerns are captured systematically.

2. Encourage Transparent Communication
Develop a culture of open and transparent communication by encouraging IT to voice their 
concerns and questions openly. Be receptive to their input and demonstrate a commitment 
to addressing their feedback constructively:

•	 Acknowledge Concerns: Actively listen to IT’s concerns and validate their importance. 
Use empathetic language to show understanding and a willingness to collaborate on 
finding solutions.

•	 Provide Constructive Responses: When addressing feedback, provide clear, concise, 
and actionable responses. Avoid being defensive or dismissive; instead, focus on how to 
resolve concerns and improve collaboration.

Creating a transparent communication environment helps build trust and ensures that both 
parties remain aligned throughout the process.
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Techniques to Gather and Incorporate IT Feedback

1. Use Structured Feedback Mechanisms

Implement structured feedback mechanisms, such as surveys, feedback forms, or dedicated 
communication channels, to collect IT’s input systematically. These tools allow for the organized 
gathering of feedback and help ensure that all concerns are documented and addressed:

•	 Feedback Forms: Develop feedback forms tailored to specific aspects of the software 
or project, such as security features, integration challenges, or user experience. Make 
these forms accessible and easy to complete to encourage participation.

•	 Dedicated Channels: Create a dedicated communication channel (e.g., a Slack or 
Teams channel) where IT team members can share feedback, ask questions, or raise 
concerns. This approach provides a centralized location for collecting input and facilitates 
ongoing dialogue.

Implement structured feedback mechanisms such as surveys or feedback forms to collect 
IT’s input systematically. This helps in organizing their feedback and ensuring that all 
concerns are captured and addressed.

2. Act on Feedback Promptly
Show IT that their feedback is valued by acting on it promptly. Address concerns with clear, 
actionable solutions and communicate any changes or updates that result from their input:

•	 Prioritize Feedback: Quickly identify and prioritize the most critical feedback. 
Determine which concerns need immediate attention and which can be addressed over 
time.

•	 Provide Updates: Regularly update IT on the status of their feedback, including 
any changes made to the project plan, software configuration, or processes. This 
transparency demonstrates that their input is taken seriously and helps build a stronger 
collaborative relationship.
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How to Address IT Concerns as They Arise

1. Address Issues Proactively

When concerns arise, address them proactively and transparently. Provide detailed When 
concerns arise, take a proactive and transparent approach to address them. Provide detailed 
explanations of the issue, the potential impact, and the steps being taken to resolve it. 
Being proactive can help prevent concerns from escalating and maintain a positive working 
relationship with IT:

•	 Immediate Acknowledgment: Acknowledge the concern as soon as it is raised. This 
shows that you are attentive and committed to finding a solution.

•	 Detailed Explanations: Offer clear, concise explanations of the issue and the measures 
being implemented to mitigate it. Use technical details where necessary to provide IT 
with a comprehensive understanding of the resolution.

2. Document and Communicate Resolutions

Thoroughly document all concerns raised by IT and the corresponding resolutions. 
Communicate these resolutions clearly to IT, ensuring they understand how the issues have 
been addressed and the rationale behind the chosen solution:

•	 Maintain a Resolution Log: Keep a detailed log of all concerns, actions taken, and 
outcomes. This log serves as a reference for future discussions and can be used to track 
recurring issues or areas for improvement.

•	 Share Documentation: Provide IT with copies of all relevant documentation related to 
the resolution, such as updated project plans, new process guidelines, or revised security 
protocols. This helps ensure everyone is on the same page and fosters transparency.



Checklist: What to Have Prepared for IT
To facilitate a smooth engagement process with IT, have the following items 
prepared:

1. Detailed Product Information:
•	 Security features and protocols
•	 Compliance measures and certifications
•	 Integration capabilities and compatibility

2. Supporting Documentation:
•	 Case studies and success stories
•	 Performance metrics and ROI data
•	 Compliance and certification documentation

3. Feedback Mechanisms:
•	 Structured feedback forms or surveys
•	 Scheduled meetings or feedback sessions

4. Cost and Resource Details:
•	 Detailed cost breakdown and potential hidden fees
•	 Information on resource allocation and impact on IT workload

5. Integration Plan:
•	 Step-by-step integration plan
•	 Support and training resources available from the vendor

By preparing these elements and following these guidelines, you can effectively 
engage IT, build a collaborative relationship, and facilitate a smoother approval 
process for your internal communications software.
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Developing a Compelling  
Business Case
Securing IT approval for internal communications software often hinges on presenting a 
compelling business case that clearly demonstrates the software’s value and return on 
investment (ROI). This section provides guidance on how to craft a persuasive business  
case and align the software solution with your organization’s broader goals.

How to Demonstrate ROI and Value to IT

1. Quantify the Benefits
To effectively demonstrate ROI, quantify the benefits of the software solution in financial 
terms. Consider factors such as:

•	 Increased Efficiency: Calculate the potential time savings and productivity gains from 
using the software. For example, if the software automates repetitive tasks, estimate how 
many hours per week employees could save. Multiply these time savings by the average 
hourly wage of the employees involved to arrive at a potential cost-saving figure. You 
can also consider how these efficiencies could lead to faster project completion times or 
increased capacity to take on new initiatives, contributing to revenue growth or reduced 
labor costs. 

•	 Cost Savings: Highlight any reductions in costs associated with manual processes, 
errors, or other inefficiencies. For example, if the software reduces the need for printing 
and distribution of materials, estimate the annual savings in printing costs, paper, and 
postage. Plus, consider how improved accuracy—by minimizing errors due to manual data 
entry—could reduce costly mistakes or penalties and then outline how these savings will 
offset the initial investment and ongoing subscription costs of the software. 

Chapter 4
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•	 Improved Employee Engagement: Provide metrics or case studies showing how the 
software can enhance employee communication, satisfaction, and retention. For instance, 
studies have shown that engaged employees are more productive, less likely to leave, 
and generally contribute to a more positive workplace culture. Estimate potential savings 
related to lower turnover rates, such as reduced recruitment and onboarding costs. 
Demonstrate how better engagement could lead to improved performance, innovation, 
and collaboration, which directly impact business outcomes.

2. Use Real Data and Case Studies
Support your ROI calculations with real data and case studies from similar organizations. 
Showcase examples where the software has delivered measurable benefits and improved 
outcomes. This evidence helps build credibility and provides a concrete basis for your ROI 
projections. Here are some examples:
 

•	 Leverage Industry Benchmarks: Use industry benchmarks to provide context for your 
ROI estimates. For example, show how similar organizations have experienced a 20% 
increase in productivity or a 30% reduction in communication costs after implementing 
similar software. Industry benchmarks can validate your assumptions and make your case 
more convincing.

•	 Showcase Success Stories: Present case studies from similar organizations that 
have successfully adopted the software and achieved measurable results. For example, 
share a case study where a company reduced email overload by 40%, leading to a 15% 
improvement in employee satisfaction scores. Highlight metrics such as time saved, cost 
reductions, and improved employee engagement that directly resulted from the software 
implementation. 

•	 Provide Pilot Data: If you can launch a pilot, offer the data from the program within 
your organization. A pilot allows you to test the software on a smaller scale, gather 
feedback, and measure specific outcomes, such as time saved, reduced errors, 
or increased employee engagement. This firsthand data is highly persuasive, as it 
demonstrates the software’s impact within your organization’s unique context.

3. Highlight Organization-Wide Benefits
Further support your case by highlighting organization-wide benefits with tangible examples 
and real-world scenarios. These benefits may not always be quantifiable, but they contribute 
significantly to the company’s overall success. Here are some examples:

•	 Enhanced Communication: Emphasize how the software will improve internal 
communication and collaboration across teams. Better communication tools can break 
down silos, support a more connected workforce, and promote a culture of transparency 
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and trust. For example, the software might provide advanced analytics that help 
managers understand which messages resonate most with employees, allowing for more 
targeted and effective communication strategies.

•	 Brand Reputation: Discuss how the software can positively impact the organization’s 
reputation. For instance, consistent and effective internal communication can lead to 
higher employee satisfaction and retention rates, which are often reflected in external 
employer brand ratings and can attract top talent. Highlight how engaged employees 
become brand ambassadors, contributing to a positive company image. 

•	 Scalability and Flexibility: Illustrate the software’s ability to scale with the 
organization’s growth and adapt to future needs. Explain how the software’s modular 
design, customizable features, or integration capabilities allow it to evolve alongside 
the organization. This flexibility is particularly appealing to IT departments, which often 
prioritize solutions that can adapt to changing business requirements without needing 
costly overhauls or replacements.

Sample ROI Calculation Template
Use this template to calculate the return on investment (ROI) for your software solution. 
This template helps you quantify the benefits and costs associated with the new software.

ROI Calculation Details

Initial Costs

Ongoing Costs

Total Costs

Time Savings

Cost Savings

Productivity Gains

Revenue Impact

Cost of software acquisition, setup, and implementation.

Recurring costs such as licensing, maintenance, and 
support.

Sum of initial and ongoing costs

Estimated time savings from using the new software. 
Calculate based on increased efficiency.

Reduction in costs due to improved processes or  
elimination of other expenses.

Increased productivity measured in terms of employee 
output or efficiency.

Additional revenue generated due to improved internal 
communication or other benefits.
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This ROI calculation shows a 25% return on investment, indicating that the software delivers 
a positive financial impact in the first year.

Example Calculation

ROI Calculation:  
(15,000−12,000)/12,000(15,000 - 12,000) / 12,000(15,000−12,000)/12,000 x 100 = 25%

Initial Costs:  
$10,000

Ongoing Costs:  
$2,000 per year

Total Costs (First Year): 
$12,000

Time Savings:  
$5,000

Cost Savings:  
$3,000

Productivity Gains:
$2,000 

Revenue Impact: 
$4,000

Intangible Benefits: 
$1,000

Total Benefits:  
$15,000

Make Sure That Your Software Solutions with  
Business Goals

1. Connect to Strategic Objectives

Connecting software solutions to your organization’s strategic objectives is essential for 
ensuring long-term success. When internal communicators and IT teams align new tools 
with key business goals—such as scaling for growth, boosting employee engagement, or 
enhancing operational efficiency—they not only make a stronger case for the software’s 

Intangible Benefits

Total Benefits

ROI Calculation

Benefits such as improved employee satisfaction and 
enhanced collaboration.

Sum of time savings, cost savings, productivity gains, and 
revenue impact.

(TotalBenefits−TotalCosts)/TotalCosts(Total Benefits - Total 
Costs) / Total Costs(TotalBenefits−TotalCosts)/TotalCosts x 100
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adoption but also ensure that it directly supports the organization’s broader mission. 
Demonstrate the value of software solutions to IT by positioning the solution as a key driver 
of overall business performance. Let’s break it down: 

Business Growth
•	 Supports scalability with a flexible architecture for more users and larger data volumes.
•	 Facilitates smoother mergers, market expansion, and workforce growth by integrating 
with other systems.
•	 Enhances internal communication and collaboration as the organization expands.

Innovation
•	 Enables new communication strategies like personalized messaging and real-time 
feedback tools.
•	 Provides advanced analytics for insights into employee sentiment and engagement.
•	 Helps organizations stay ahead of trends and quickly adapt to changes.

Operational Excellence
•	 Streamlines workflows, automates tasks, and reduces manual errors for faster 
decision-making.
•	 Promotes cross-department communication, breaking down silos for greater agility.
•	 Improves efficiency, leading to better resource management, cost savings, and higher ROI.

2. Address Specific Needs
Tailoring your business case to address the specific needs and pain points of your 
organization is critical for gaining IT’s support and ensuring the software aligns with real 
challenges. By focusing on these areas, you can make a stronger, more relevant case. Here’s 
the type of information you should gather and communicate to IT:

Identify Current Challenges
•	 Pinpoint key issues such as inefficient communication, low employee engagement, 
compliance risks, or data security concerns.

Demonstrate Problem-Solving Capabilities
•	 Show how the software addresses specific challenges, like improving employee 
engagement through real-time analytics or simplifying compliance with built-in reporting 
and data protection features.

Align with Vision and Objectives
•	 Explain how the software supports the company’s long-term vision, such as fostering 
innovation, enhancing communication, and driving engagement.
•	 Align immediate needs with future goals to build a strong case for adoption.
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3. Involve Key Stakeholders

Engage key stakeholders in the process of developing the business case to gather all 
valuable insight. Their input can ensure that the case resonates with various departments 
and decision-makers. When you involve key stakeholders early, you can access 
endorsements or testimonials to strengthen your case as well. In summary:

Identify Relevant Stakeholders
•	 Pinpoint key decision-makers and impacted groups, including IT, HR, Communications, 
Compliance, Finance, and daily end-users.

Gather Insights and Feedback
•	 Organize workshops, meetings, or surveys to collect feedback on features, benefits, 
and concerns, helping to identify departmental needs and potential roadblocks.

Leverage Endorsements and Testimonials
•	 Use positive feedback or endorsements from stakeholders or pilot users to add 
credibility. Testimonials from influential leaders can help sway decision-makers by 
showing support and alignment with organizational needs.



Software Vendor Evaluation Checklist
When evaluating software vendors, use the following checklist to ensure that you 
choose a provider that meets your organization’s needs and requirements:

Criteria Details

Vendor Reputation

Security Measures

Compliance

Integration Capabilities

Cost and Licensing

Support and Training

Scalability

Implementation Plan

Data Migration

Customer References

Performance and 
Reliability

Contract Terms

Research the vendor’s reputation in the industry and 
customer reviews.

Verify data encryption, access controls, incident 
response plans, and certifications.

Confirm adherence to relevant regulations (e.g., GDPR, 
HIPAA) and obtain necessary documentation.

Assess API availability, integration features, and 
customization options.

Review pricing structure, licensing options, and potential 
hidden costs.

Evaluate the vendor’s support services, training resources, 
and availability of dedicated support.

Ensure the solution can scale with your organization’s 
growth and changing needs.

Review the vendor’s implementation plan, including 
timelines and support.

Check tools and processes for data migration and 
backup plans.

Obtain and review references or case studies from 
similar organizations.

Assess the vendor’s performance metrics and system 
reliability.

Examine contract terms, including service level 
agreements (SLAs) and exit clauses.
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Addressing Security and  
Compliance Concerns
When evaluating internal communications software, addressing security and compliance 
concerns is crucial for IT approval and ensuring the solution meets organizational standards. 
This section covers understanding vendor security protocols, evaluating security credentials, 
and ensuring compliance with regulatory requirements.

Chapter 5

Key takeaways:

•	 Quantify the Software’s ROI 
Highlight tangible financial benefits like increased efficiency, cost 
savings, and improved employee engagement. Use specific metrics, 
such as time saved, reduced errors, or retention improvements, to 
clearly demonstrate the return on investment. 

•	 Leverage Real Data and Case Studies 
Use industry benchmarks, success stories, and case studies from 
similar organizations to support your business case. These examples 
offer credibility and demonstrate the software’s potential value in 
real-world scenarios. 

•	 Align with Business Goals 
Show how the software supports broader strategic objectives,  
such as business growth, innovation, and operational efficiency.  
This alignment ensures that the software is seen as a critical tool  
for achieving long-term organizational success.
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Understanding Vendor Security Protocols
For non-IT pros (like internal communicators), understanding a vendor’s security protocols 
means knowing how well the software protects your organization’s data and minimizes 
security risks. Since internal communications often involve sensitive information—whether 
it’s employee data, confidential company updates, or other critical content—it’s essential to 
ensure the vendor provider has strong, reliable security measures in place.

Key Security Features to Look For in a Software Provider
IT teams will prioritize robust security measures, so understanding what to look for can help 
you make an informed decision. To ensure your vendor meets these standards, look for the 
following features:

•	 Data Encryption: Ensure that the provider uses strong encryption protocols, such as 
AES-256, for data both at rest and in transit. 

	գ ContactMonkey uses AES-256 encryption to protect email content and user data, 
ensuring that sensitive information remains secure. 

•	 Access Controls: Look for features like multi-factor authentication (MFA) and role-
based access controls. 

	գ ContactMonkey’s platform includes MFA to prevent unauthorized access and allows 
administrators to set permissions based on user roles, enhancing overall security. 

•	 Regular Security Updates: Verify that the provider frequently updates their software to 
address vulnerabilities. 

	գ ContactMonkey regularly releases updates to patch security vulnerabilities and 
improve system defenses. 

•	 Incident Response Plan: Look at whether the vendor has a well-defined incident 
response plan. 

	գ ContactMonkey has a comprehensive incident response protocol that includes 
immediate notification to affected parties and detailed breach management procedures.

How to Evaluate a Vendor’s Security Credentials
When assessing a vendor’s security credentials, your IT team will carefully evaluate several 
key factors to ensure the software can adequately protect sensitive data and comply with 
industry regulations. Here’s what they’ll be focusing on:

•	 Certifications and Compliance: Look for industry-recognized security certifications 
like ISO 27001 or SOC 2. 

	գ ContactMonkey is SOC 2 Type II certified, demonstrating adherence to rigorous 
security and privacy standards.



33

•	 Security Audits and Assessments: Request recent security audit reports. 
	գ ContactMonkey undergoes regular independent security audits, with the results 

available upon request to ensure transparency and accountability. 

•	 Vendor Reputation: Research the vendor’s reputation and any past security incidents.
	գ ContactMonkey has a track record of robust security practices and positive 

feedback from users regarding their data protection measures.

How to Approach Compliance Alignment and 
Confirming Vendors Meet Your Needs
For IT, compliance goes beyond ticking boxes. They’re looking at ensuring data security, 
preventing breaches, and avoiding legal penalties that could harm the organization’s 
reputation. The data you manage—whether it’s employee information, internal updates, 
or confidential business communications—must be protected and handled according to 
industry regulations. What do you do next? We break it down for you:

Steps to Verify That a Software Provider Meets Regulatory Requirements

•	 Request Documentation: Obtain documentation of the provider’s compliance with 
regulations like GDPR or HIPAA. 

	գ ContactMonkey provides detailed compliance documentation that outlines its 
adherence to GDPR and other relevant regulations. 

•	 Review Compliance Features: Evaluate features that support compliance, such as  
data encryption and audit trails. 

	գ ContactMonkey’s platform includes features like detailed audit trails and data 
encryption to help meet regulatory requirements. 

•	 Conduct Due Diligence: Review the provider’s privacy policy and terms of service.
	գ ContactMonkey’s privacy policy includes clear explanations of data handling 

practices and compliance with international data protection laws.

Ongoing Compliance Monitoring and Auditing

Maintaining compliance is an ongoing process. Ensure the software provider offers:

•	 Regular Audits: Confirm that the provider conducts regular internal and external audits.
	գ ContactMonkey participates in regular third-party audits to ensure ongoing 

compliance with security standards and regulatory requirements. 
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•	 Monitoring Tools: Check for tools that assist with ongoing compliance monitoring.
	գ ContactMonkey offers reporting features and compliance tools that help track  

and ensure adherence to data protection regulations. 

•	 Updates and Notifications: Ensure the provider keeps you informed of changes.
	գ ContactMonkey provides regular updates on changes in compliance regulations 

and how they impact their services, helping clients stay informed and prepared.

FAQs about ContactMonkey’s Security Features

Q: What security measures does ContactMonkey have in place to protect 
my data?
A: ContactMonkey employs AES-256 encryption to secure data both at rest and in 
transit. Our platform also includes multi-factor authentication (MFA) and role-based 
access controls to protect against unauthorized access. Regular security updates 
and a comprehensive incident response plan further safeguard your data.

Q: How does ContactMonkey ensure compliance with GDPR and other 
regulations?
A: ContactMonkey is committed to GDPR compliance and other relevant regulations. 
We provide detailed documentation on our compliance practices and offer features 
such as data encryption and audit trails to support regulatory adherence. Our privacy 
policy outlines our data handling practices and compliance measures.

Q: Can I see ContactMonkey’s security audit reports?
A: Yes, ContactMonkey undergoes regular independent security audits. We can 
provide audit reports upon request, demonstrating our commitment to maintaining 
high security and privacy standards.

Q: How does ContactMonkey handle data breaches or security incidents?
A: ContactMonkey has a well-defined incident response plan that includes 
immediate notification to affected parties, thorough investigation of the breach, 
and implementation of corrective actions. Our response plan ensures that any 
security incidents are managed effectively and transparently.

For more detailed information about ContactMonkey’s security measures and 
compliance practices, please visit our security page.

https://www.contactmonkey.com/security
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Simplifying Integration and 
Implementation
Successfully integrating and implementing new internal communications software involves 
careful planning and execution. This section outlines how to assess integration capabilities, 
minimize disruption to existing systems, and collaborate effectively with the vendor to ensure 
a smooth transition.

Chapter 6

Key takeaways:

•	 Evaluate Integration Capabilities Early 
Ensure the new internal communications software is compatible with 
your existing systems (like HR tools and email platforms) by reviewing 
API availability, integration features (such as SSO), and customization 
options. This helps prevent data silos and workflow disruptions. 

•	 Plan for a Phased Rollout and Data Migration 
Implement the software gradually through pilot testing and phased 
transitions to minimize disruptions. Careful data mapping and 
migration, along with backup plans, will safeguard against data loss 
or corruption during the process. 

•	 Leverage Vendor Support and Resources 
Engage the vendor’s support team early, utilize training materials, 
and maintain regular check-ins throughout the integration. 
Collaboration with the vendor ensures a smoother implementation 
and helps address issues promptly as they arise.
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Assessing Integration Capabilities
To avoid potential disruptions and inefficiencies, internal communicators need to work 
closely with IT to assess a vendor’s integration capabilities early in the process. Internal 
communication software needs to function seamlessly with your existing platforms, such as 
HR tools, email systems, and employee engagement apps. Without proper integration, you 
risk creating data silos, duplicating efforts, and disrupting communication workflows. What 
you need to do for a full assessment:

Evaluate Compatibility with Existing Systems

When assessing integration capabilities, first ensure that the new software is compatible with 
your existing systems and infrastructure. Consider the following factors:

•	 API Availability: Check if the software offers robust APIs that allow seamless 
integration with your current tools and platforms. 

	գ ContactMonkey provides a range of APIs for integrating with popular systems like 
Outlook and Gmail. 

•	 Integration Features: Look for built-in integration features that facilitate connection 
with other software applications, such as single sign-on (SSO) and data synchronization.

	գ ContactMonkey’s platform includes SSO integration and supports data sync with 
existing HR systems. 

•	 Customization Options: Determine whether the software can be customized to fit your 
specific integration needs. 

	գ ContactMonkey offers flexible integration options that can be tailored to match 
your organizational requirements.

Review Integration Documentation and Support

Thoroughly review the integration documentation provided by the vendor. This should 
include:

•	 Technical Documentation: Detailed guides and technical specifications on how to 
integrate the software with your existing systems.

	գ ContactMonkey typically provides detailed guides and technical specifications that 
outline how to set up integrations, configure APIs, and connect the platform with tools 
like Microsoft Outlook, Gmail, and various HR systems. 

•	 Integration Guides: Step-by-step instructions and best practices for a successful 
integration. 

	գ ContactMonkey provides comprehensive integration guides to assist with setup 
and configuration. 

https://help.contactmonkey.com/hc/en-us/search?utf8=%E2%9C%93&query=integration
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Minimizing Disruptions to Existing Systems

1. Plan for a Phased Rollout
To minimize disruptions, consider implementing the new software in phases. This approach 
allows you to:

•	 Test Integration: Start with a pilot phase to test the integration in a controlled 
environment and address any issues before a full rollout.
•	 Gradual Transition: Gradually transition users to the new system, allowing time for 
adjustments and ensuring a smooth changeover.

2. Prepare for Data Migration
Ensure that data migration is handled carefully to prevent data loss or corruption. Key steps 
include:

•	 Data Mapping: Map out how data will be transferred from existing systems to the new 
software.

	գ ContactMonkey offers tools to assist with data mapping and migration.
•	 Backup Plans: Create backup plans to safeguard against data loss during migration. 
Regular backups and verification steps can help ensure data integrity.

Vendor Support and Collaboration

1. Engage with Vendor Support Early
Establish a strong working relationship with the vendor’s support team from the beginning. 
Key aspects include:

•	 Dedicated Support: Work with a dedicated support representative who understands 
your specific integration needs and can provide tailored assistance.
•	 Training and Resources: Utilize vendor-provided training resources and support 
materials to help your team become familiar with the new software. 

	գ ContactMonkey offers comprehensive training resources and support to assist  
with integration. 
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2. Collaborate on Implementation

Work closely with the vendor to ensure a successful implementation. This involves:

•	 Regular Check-ins: Schedule regular check-ins with the vendor to review progress, 
address any issues, and adjust the implementation plan as needed.
•	 Feedback Loop: Establish a feedback loop to communicate any challenges or 
requirements that arise during the integration process. 

	գ ContactMonkey values client feedback and uses it to refine and improve the 
implementation process.



What to Expect for ContactMonkey’s Integration

1. Initial Setup
•	 Account Setup: Begin by setting up your ContactMonkey account and 
configuring basic settings.
•	 Integration Configuration: Follow the integration guide to connect 
ContactMonkey with your email system (e.g., Outlook or Gmail) and other  
relevant tools.

2. Data Migration
•	 Data Mapping: Map out existing data and prepare it for migration to 
ContactMonkey.
•	 Data Import: Use ContactMonkey’s data import tools to transfer data from  
your existing systems to the new platform.

3. Testing and Validation
•	 Pilot Testing: Conduct a pilot test with a small group of users to validate  
the integration and ensure everything is functioning correctly.
•	 Feedback Collection: Gather feedback from pilot users and make any 
necessary adjustments based on their input.

4. Full Rollout
•	 User Training: Provide training sessions for all users to familiarize them  
with ContactMonkey’s features and functionality.
•	 Phased Rollout: Gradually roll out ContactMonkey to the entire organization, 
monitoring for any issues and addressing them promptly.

5. Ongoing Support and Optimization
•	 Monitor Performance: Regularly monitor the performance of the integrated 
system and make any necessary adjustments.
•	 Vendor Support: Continue to engage with ContactMonkey’s support team  
for ongoing assistance and optimization.

By following these steps and leveraging vendor support, you can simplify the 
integration and implementation process, ensuring a smooth transition to your new internal 
communications software.

https://help.contactmonkey.com/hc/en-us/search?utf8=%E2%9C%93&query=data+import
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ContactMonkey Business Case
 
1. Executive Summary

ContactMonkey is an innovative software solution designed to revolutionize internal 
communications within organizations. Integrated seamlessly with existing platforms like 
Outlook and Gmail, ContactMonkey empowers teams to create, send, and track engaging 
internal emails with ease. By offering detailed analytics, personalization options, and 
advanced targeting capabilities, ContactMonkey transforms how organizations communicate 
with their employees, faciliating greater engagement and efficiency.

Key Benefits and ROI:
•	 Increased Employee Engagement: Improves communication effectiveness through 
personalized, data-driven email campaigns.
•	 Enhanced Productivity: Saves time by streamlining email creation, distribution, and 
tracking.
•	 Cost Savings: Reduces costs associated with third-party communication tools, paper-
based communication, and manual reporting.
•	 ROI: Estimated cost savings of up to XX% on internal communication efforts and a 
potential XX% increase in employee engagement.

2. Problem Statement
Current internal communication tools are inadequate for meeting the organization’s growing 
needs. Traditional email platforms lack advanced features for segmentation, targeting, 
and tracking, resulting in low engagement rates and limited visibility into communication 
effectiveness. Additionally, manual processes for creating and distributing internal 
newsletters and updates are time-consuming and error-prone.

Impact of These Challenges:
•	 Low Engagement Rates: Employees often overlook or ignore critical messages, leading 
to missed information and reduced alignment across the organization.
•	 Inefficient Processes: Significant time is wasted on manual email creation, distribution, 
and tracking, diverting resources from strategic activities.

Appendice
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•	 Lack of Insight: Without data and analytics, it is challenging to measure the impact of 
communication efforts or make data-driven decisions.

3. Solution Overview
ContactMonkey offers a comprehensive internal communication solution that integrates 
directly with Outlook and Gmail, enabling teams to create, send, and track internal emails 
without leaving their email clients.

Key Features and Capabilities:
•	 Email Tracking and Analytics: Real-time data on open rates, click rates, and read times 
to measure communication effectiveness.
•	 Personalization and Segmentation: Advanced tools for targeting specific employee 
groups with personalized content, improving engagement.
•	 Drag-and-Drop Email Builder: User-friendly design tool for creating professional, 
mobile-responsive emails quickly and easily.
•	 Feedback and Surveys: Built-in survey capabilities for gathering employee feedback 
directly from emails.
•	 Seamless Integration: No need for additional software; works directly within existing 
email platforms (Outlook and Gmail).

4. Alignment with Business Goals
ContactMonkey supports the organization’s strategic objectives by improving internal 
communication, fostering a culture of transparency, and enhancing employee engagement.

•	 Business Growth: The software’s scalability allows it to grow with the organization, 
facilitating smoother communication as the company expands.
•	 Innovation: Enables innovative communication strategies, such as personalized 
messaging and data-driven decision-making, to keep employees informed and engaged.
•	 Operational Excellence: Automates and streamlines communication processes, 
reducing the time and effort required to create and distribute emails, thereby improving 
overall operational efficiency.

5. ROI and Value Proposition
Quantified Benefits and Cost Savings:

•	 Time Savings: Up to XX% reduction in time spent on creating and managing internal 
emails.
•	 Cost Reductions: Savings of up to XX% by eliminating the need for third-party 
communication tools and reducing paper and printing costs.
•	 Increased Engagement: Potential XX% improvement in employee engagement rates 
through personalized and targeted communication.
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Intangible Benefits and Strategic Advantages:
•	 Enhanced Employee Morale: Improved communication transparency and engagement 
contribute to a more positive work environment.
•	 Better Decision-Making: Data-driven insights enable more informed decisions about 
communication strategies.
•	 Reputation Management: A more engaged workforce is more likely to advocate for the 
organization, improving its external reputation.

Supporting Data and Case Studies:
•	 Case Study: After using ContactMonkey, a retail company, Joules, reported a 90% 
increase in email open rates and with email segmentation, Davies can send tailor-made 
content to the right audience at the right time. 

For more real customer case studies, check them out by following this link. 

6. Implementation Plan
Outline of the Implementation Process and Timeline:

•	 Phase 1: Preparation (Week 1-2) – Define objectives, identify key stakeholders, and 
establish a project team.
•	 Phase 2: Integration (Week 3-4) – Integrate ContactMonkey with Outlook and Gmail, 
conduct initial testing.
•	 Phase 3: Training (Week 5-6) – Train employees on using the platform, including the 
email builder and analytics tools.
•	 Phase 4: Pilot Program (Week 7-8) – Launch a pilot program to test features, gather 
feedback, and refine processes.
•	 Phase 5: Full Rollout (Week 9-10) – Roll out ContactMonkey organization-wide, monitor 
performance, and provide ongoing support.

Resource Requirements and Potential Impacts:
•	 IT Resources: Minimal; requires initial integration setup and ongoing monitoring.
•	 Communications Team: Training on the platform and adjustment to new processes.
•	 Other Departments: No significant impact; standard email platforms remain in use.

7. Cost Analysis
Detailed Cost Breakdown:

•	 Licensing Fees: Based on the number of users and feature sets selected.
•	 Maintenance and Support: Included in the licensing fee, with options for premium 
support.
•	 Hidden Fees: None; all costs are transparent, with no additional fees for integration  
or updates.

https://www.contactmonkey.com/customer/joules-internal-email-open-rates
https://www.contactmonkey.com/customers
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Comparison of Costs vs. Benefits:
•	 Cost of ContactMonkey: Estimated at $XX annually.
•	 Projected Savings: $XX annually through time savings, reduced third-party tool 
expenses, and lower printing costs.
•	 Net Benefit: $XX in annual savings, not including the value of increased engagement 
and improved communication.

8. Risk Assessment
Identification of Potential Risks and Mitigation Strategies:

•	 Integration Challenges: Mitigated by the software’s seamless compatibility with 
Outlook and Gmail and dedicated vendor support.
•	 Data Security: ContactMonkey adheres to industry standards, including SOC 2 Type II 
compliance and data encryption.
•	 User Adoption: Mitigated through comprehensive training programs and ongoing 
support.

Plans for Addressing Concerns Related to Security, Compliance, and Integration:
•	 Ensure continuous alignment with IT and compliance teams to monitor and maintain 
data security and regulatory compliance.

9. Conclusion and Recommendations
Summary of Key Points and Benefits:

•	 ContactMonkey provides a cost-effective, scalable solution that enhances internal 
communication, improves engagement, and delivers substantial ROI through time and 
cost savings.

Recommendation for Approval and Next Steps:
•	 Approve the adoption of ContactMonkey for a pilot program, followed by a full rollout, 
with ongoing evaluation of performance metrics and employee feedback.

10. Appendices
Additional Supporting Documents:

•	 Detailed ROI calculations.
•	 Case studies and testimonials from existing ContactMonkey customers.
•	 Training materials and integration guides.
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Resource Centre



contactmonkey.com

/ContactMonkey

ContactMonkey is the leading internal email 
software that elevates the design, data, and 

deployment of internal communications for growing 
businesses by integrating with Outlook or Gmail.

http://contactmonkey.com
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