Tool 25.1 Announcement Cascade

Stakeholders (internal and external)
Start by identifying all the stakeholders impacted by your announcement and how they are going to feel about the announcement. Classify them as emotionally, directly, indirectly or less impacted based on how much the announcement affects them or people with whom they are close.
Emotionally impacted:

Directly impacted:

Indirectly impacted:

Less impacted:


Message
Think through your message, working through:

Platform for change:  Note what will make your audience realize they need to change.
Vision: Lay out a brighter future – that your audience can picture themselves in.
Call to action: Note actions the audience can take.
Headline:  Note short phrase that conveys the essence of your message. (Bumper sticker length.)
Message points:
Answer three questions in your communication points:
1. Why anyone should listen to you (Ethos).
2. How they should think and feel about what you’re saying (Pathos).
3. What they should do next (Logos).


Platform for change:					Headline:


Vision:							Message Points:


Call to action:



Pre-Announcement Timeline (one-on-ones, small groups, large groups) 
Plan out whom you’re going to tell when. Understand the risk of leaks increases with each additional person you tell. You’re going to lose control of your communication at some point. So try to tell those that you most want to hear directly from you first. The general prescription is to tell

1. Those emotionally impacted one-on-one first so they can be emotional in private.
2. Those directly impacted in a small group next so they can ask questions.
3. Those indirectly impacted in a large group so they year it from you.
4. Those less impacted through some sort of mass or electronic media - the “formal” announcement

Prior to announcement day
	One-on-One:

Announcement day
	One-on-One:

	Small Groups:


Formal Announcement
Plan out when and how you’re going to deliver the formal announcement
Method:					 Timing: 

Post-announcement Time Line (one-on-ones, small groups, large groups, mass) 
There will be some people that you did not or could not get to before the announcement. They are still emotionally, directly, indirectly or indirectly impacted. Treat them as you would have before the announcement, understanding that you’ve lost your chance to position the announcement so you may have to correct some erroneous assumptions on their parts.
One-on-one:

	Small groups:

	Large groups:

