
Organizational Messaging Guidelines 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Messaging Guidelines for [Project/Initiative Name] 

Dear [Recipient's Name], 

As we move forward with [Project/Initiative Name], it is essential to maintain consistent and 

effective communication across our organization. The following guidelines are designed to 

ensure that our messaging remains aligned with our core values and resonates with our audience: 

1. Tone and Language 

• Use a professional yet approachable tone. 

• Avoid jargon; keep language clear and simple. 

2. Key Messages 

• Highlight the benefits of [Project/Initiative Name]. 

• Align messaging with organizational goals. 

3. Audience Consideration 

• Identify the primary audience for your messages. 

• Tailor messages to meet the needs and interests of the audience. 

4. Channels of Communication 

• Utilize multiple channels: emails, meetings, newsletters, etc. 

• Be consistent in messaging across all platforms. 

We appreciate your cooperation in adhering to these guidelines to enhance our collective efforts. 

Please feel free to reach out if you have any questions or need further clarification. 

Best regards, 

[Your Name] 



[Your Position] 

[Your Organization] 


