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Great writing 

doesn’t begin 

with words.

It begins with 

questions.

Who 
is the audience?

How 
should I say it? 

Where 
is the best place to reach them? 

What 
do I want them to do?

What 
do they need to know?



Same event.

Different audiences.
1

Employees

“How does 

this impact 

my work?”

Other State 

Employees

“Does this 

affect me?”

Leaders & 

Partners

“Is anything 

expected of 

me?”

Public

“Will this 

impact the 

government 

services I 

use?”

Media

“What is 

happening 

and why?”

Who 
is the 

audience?



What each audience 

needs to know.
2

What 
do they 

need to 

know?

Employees

Building 

closed

Remote 

work 

instructions

Badge & 

parking 

changes

Supervisor 

guidance

Other State 

Employees

Service 

availability

Access 

changes

Key dates

Where to 

get updates

Leaders & 

Partners

What’s 

happening

What to 

communicate

Any action 

needed

Key dates

Public

Service 

availability

Alternate 

locations

Dates & 

hours

How to get 

help

Media

Reason for 

closure

Timeline

Impact on 

services

Official 

statement



Information informs

Action creates impact.
3

What 
do I want 

them to 

do?

Employees

Work 

remotely.

Certain 

employees 

will have 

access.

Other State 

Employees

Work 

remotely.

Leaders & 

Partners

Inform your 

teams.

Media

Share 

accurate 

information.

Public

Use online 

services. 

Reschedule 

any 

appointments.



4

Where 
is the best 

place to 

reach 

them?

The right message 

in the right place. 

Email: Employees & Leaders

Direct, actionable information

TeamTN.gov & Teams Blast: Internal news

For all state employees

TN.gov: Public information

For the citizens and visitors

Facebook: General awareness

Quick updates and links

LinkedIn: Stakeholders & Partners

Professional context and credibility

News Release: Media

Official details and quotes



Adjust your tone, 

structure, and language.
5

How 
should I 

say it?

Audience Tone Structure Language

Employees

Other State 

Employees

Leaders & 

Partners

Public

Media

Direct

Helpful

Executive

Reassuring

Objective

Action first

Summary + 

details

Bullet points

Plain 

language

News format

Internal terms, 

detailed

Operational 

language

Decision-

focused

Minimal 

acronyms

Content + 

quotes



One event.

Different versions.

News Release

Official record.

Social Media

Quick awareness.

Public Website

Service continuity.

Email & Intranet

Employee action. 

Teams Blast

Fast internal 

update.



Case Study – Temporary State Building Closure

Other State 

Employees
Leaders & 

Partners

Employees

Blast via Teams (2) Intranet Email



Case Study – Temporary State Building Closure

MediaPublic

Social Media Post News Release on Website



This is the checklist I want you 

to take with you. 

Who 
is the audience?

What 
do they need to know?

What 
do I want them to do?

Where 
is the best place to reach them? 

How 
should I say it? 

Then write 

with purpose.



Great writing doesn’t begin with words. 

It begins with understanding people. 

When we meet people where they are, 

our words can take them where we need them to go.

Thank you!

Michelle
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