
Business Message Planning Checklist

D E T E R M I N E
G E N E R A L  P U R P O S E

D E T E R M I N E  Y O U R
S P E C I F I C  P U R P O S E

A U D I E N C E

C O M M U N I C A T I O N
C H A N N E L S

S O U R C E S  .

Inform, 

Entertain, 

Facilitate interaction

Motivate/persuade?

Purpose is realistic.

Identified desired
outcome claerly

Are credible

Identify audience
composition.correctly

Identify audience
knowledge and
awareness of topic 

Anticipate probable
responses

Are Appropriate

Select the correct
channel.
Email

Memo

Is accurate, ethical, and
pertinent

C O N T E N T /
I N F O R M A T I O N .

Fax

Letters
Proposal

Reports
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