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Although we are in 3.0 world where online tools are really developing in a fast way to 
satisfy our needs, we can’t forget about the offline world and target our audience with 
assertives strategies. In the end, this two spaces for action should be integrated to get 
better results, because like this, one can support the other. 

So, when making an Internal Communication’s plan we have to take in consideration the 
amount of people working in computers and in non-desk positions. Sometimes, they 
can’t even have their mobile phones with them, which makes it very difficult to be aware 
of the chats, the intranet, mails... Then, how can you reach them??? Don’t worry, we 
have created this TOOLKIT with some advices and tools that you can implement in your 
organization. Wether is big or small, in a big city (with good internet connection) or in the 
rural areas, it’s always good to go back to the roots and communicate in a personal and 
close way with those who you work with. 

It’s recommended to have always a board 
to put all the news and important informa-
tion of your organization. You can choose 
the size, the decoration, the structure... You 
can use cork, blackboards or (if your budget 
allows it) a digital dynamic screen. 

Don’t forget to choose the right place(s) to 
put it, it has to be a wall or space where 
everybody needs to go by. And, it’s also 
important to update it regularly! 

You can share the news of the organization, 
upcoming birthdays and events, motivatio-
nal quotes, articles, etc. You can also leave 
a space for the other workers to inform or 
share something. 

Although you can find a thousand ways to 
do it, don’t forget to always follow the mis-
sion and values of the organization ;) 

1. Bulletin Boards
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If your infrastructure allows it, you can start a 
radio or TV show made by the employees. It’s 
a good way to empower them in the communi-
cation’s process and let them express some 
creativity. 

Radio can be heard almost everywhere, so 
you can reach even the employers that work 
outside the office. And the video material you 
can show it on different screens that you can 
put in the common areas.

2. Radio or TV

3. Magazine or Newspaper
Another way of reaching everyone in your organization is 
through your own magazines or ‘newspapers’. Just decide 
the frecuency of them (monthly, every three months...), the 
number of pages and the design/structure. 

You can inform about the organizational’s news, interviews 
to the employees, birthdays and events, related articles and 
news of the country/world, and why not some comics, 
games and jokes. Be creative! And also, attractive to the 
audience. It’s ok to inform about the organization
but don’t forge to give something extra ;) What
about some tips, good recipes, cultural agenda
or even discount coupons.

We know that we are on the steps of an eco and 
sustainable era, so, share the digital version with
everybody and just print out some copies. Don’t
forget to tell them to recycle it after they read them
all!
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  Althogh there is always important                 
.information to be shared with the 
employees, we can’t forget about the 
fun part. Giving people the opportuni-
ty to play, have fun and interact with 
the others can be very effective in 
increasing the productivity and enga-
gement of the employees.

It’s also a good way for them to know 
more their colleagues, which after all 
could allow a better communication.

4. Gamification

5. Extra activities
Why not going outside the office? Or meet ever-
yone in a different environment to do something 
not related to work. Organizing events outside 
the organization can also be an effective tool 
when giving a big notice (main changes in the 
organization, for example) or creating a good 
environment among all the employees. Remem-
ber, that’s a very important requirement a good 
internal communication.

You can plan going to nature, do some sports 
and then a dinner or barbecue together. Or 
maybe a talent show! You can also plan a volun-
teering activity. Depending on the budget and the 
objectives you want to accomplish, you can 
choose the right activity and deliver the informa-
tion in the best way.
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6. Best tool: Breafasts
Maybe the best way to deliver important information 
and have a good communication process is through 
BREAKFASTS. Think about it, you call all your team 
and sit them in a table with coffee (that’s it!), some 
bread and sweet pastries, fruits... Who wouldn’t be in 
a good mood like this? So, you start the meeting on 
the right track. And then, something interesting about 
meetings with food, is that people will surely take 
some time to answer or react to what you are saying. 

You can try it! It doesn’t have to demand much budget 
or logistics, you make your team happy and you 
achieve your communication’s goal. 

Whatever actions you choose, you have to always keep in consideration the next tips:

 Know your target: think about how your employees or teams are, and choose the  
 best action to reach them in the right way.

 Measure your action: don’t forget to always ask for feedback when giving new  
 information and practice the active listening. Sometimes, you are not the only  
 one with important information to share.

 Frecuency matters: if you start to work on your Internal Communication’s            
 improvement, try to stablish a frecuency in your actions, wether it is a monthly             
 magazine, a weekly meeting or a yearly party.

 Transparency is key: true information is always way better than the strategy.  
 Don’t even try to lose you credibility by giving fake information or rumors.

 Open doors: the best way to create and keep a good Internal Communication in  
 your organization is to always be open to talk and share. Be accesible, have  
 different offline and online channels and let the organic interaction support a  
 good organization’s environment.

Key things to consider


