b|3 Messaging Worksheet

Use this worksheet as a guide to prepare your talking points before any public engagement (interview, press
release, public statement, or community presentation) to help ensure that your key messages are clear,
consistent, and compelling.

| Reminder: Focus on moving audiences from awareness > understanding > belief > action.

Set your communication goals

KNOW
What one fact or truth
should they take away?

FEEL
What emotion or sense
of urgency should they
experience?

DO
What action, behavior, or
belief shift are you
looking for?

Develop your key messages

Your key messages are your north star. Return to them throughout any interview or statement. Use plain
language—no jargon.
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Build your message framework

Your key messages are your north star. Return to them throughout any interview or statement. Use plain
language—no jargon.

y3 WHAT WE DO
Introduce your organization or initiative

HOW WE DO IT
Explain your strategy, partnerships, and approach

RESULTS ACHIEVED
Share measurable impact or a compelling personal story

WHERE TO LEARN MORE
Offer action steps, resources, links, or opportunities

Anticipate tough questions

For each difficult question, plan a bridge back to a key message. Never say 'no comment.’ Say what you CAN say.

Difficult question Bridge / redirect Key message to reinforce




