
1

eBook

The 7 Principles of 
Internal Communications.



2

Internal Communications Best Practices 3

Common Challenges 4

Behind the methodology 5

What are the 7 principles? 6

1. Strategy 8

2. Audience 10

3. Content 12

4. Channel 14

5. Timing 16

6. Metrics 18

7. Data analysis & reporting 20

About Intranet Connections 21

Table of contents



3

Internal 
Communications 
Best Practices

In an ideal world, internal communications would be easy-peasy. 

Every organization would have its own internal communications department or expert, and 
there’d be no need to worry about using the wrong channels or dealing with poor visibility 
in messaging.

In reality, there’s no one-size-fits-all approach to communicating internally, and it can 
seem daunting if you’re inexperienced.

The best way to learn any new skill is to first understand the fundamentals. That’s where 
our 7 Principles methodology comes in!

Through in-depth research and guidance from the pros, we’ve built a methodology of 7 
key principles that will help you figure out the strengths and weaknesses of your internal 
communications efforts. That way you can do your job better, without the stress

Don’t worry, we’re here to walk you through it! it all in the most efficient way possible—with 
the help of modern technology.
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Common Challenges

No matter the size of your organization, internal communications is key to building a 
thriving workplace. But not every company has the luxury of having its own fancy internal 
communications department. Each organization is different, and most of the time the role is 
delegated to someone in HR, Marketing, or Administration. 

Here are some common pain points for those tasked with internal communications:

So, what’s the solution? 

It’s simple: If you know your specific strengths and weaknesses, you’ll know exactly 
what needs fixing! 

The aim of these principles is to determine your problem areas, so you’ll know what 
you need to improve on without feeling overwhelmed.

New or
 inexperienced 
and don’t know 
where to start 

Overwhelmed
with their tasks

The internal 
communications

mandate is 
unclear

Focus is
not internal 

communications
but another 
department

Skilled 
communicators

with limited 
resources 
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Behind the methodology

Based on 20 years of industry experience, consultation with experts, and in line with 
global best practices, we partnered with Simon Fraser University’s Communications 

department to develop 7 core areas to address within internal communications. 

Who this methodology is for:
Anyone within an organization tasked with performing an internal communications 
role, regardless of experience.

What it does:
Shows the end-to-end fundamentals of getting internal communications consistently 

right.

Strategy Audience Content Channel

Timing Metrics Data Analytics 
& Reporting
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What Are the 7 
Principles?

Now that you’ve got some background into the methodology, it’s time to look at the 
7 principles individually and see how each one can help you succeed as an internal 
communicator.  

First, here’s a visual breakdown: 

Internal Communications 7 Principles

Strategy

Audience Content Channel Timing Metrics

Data Analytics 
& Reporting
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In a nutshell, internal communications is about sending the right message to the right 
audience at the right time, through a channel that they prefer, with some metrics 
to measure success. All this starts with developing a great strategy, supported by 
ongoing analysis against company objectives. 

Finally, it ends with an in-depth analysis of your efforts, so you can recalibrate if 
needed.

Straightforward, right?

These principles are the framework for the ideal internal communications ecosystem. 
The aim of this framework is to help you understand how to create an internal 
comms environment that gets the basics right consistently! 

Let’s dive into each of the 7 principles in detail.
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Strategy

From your basic communications plan to your fully-integrated corporate 
objectives, the Strategy principle is the main foundation for the rest of your internal 
communications landscape. It’s where it all begins!

Internal communicators often find themselves facing one of two common problems: 
Either they have too much freedom in how they communicate, or not enough. This 
can often lead to a bunch of ad hoc or unrelated communication—large chunks of 

emails sent out at once, followed by crickets. 

In life, as in football, you won’t go far unless 

you know where the goalposts are.
 – Arnold H. Glasgow

“ “
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Creating an effective internal communications strategy involves answering these 
questions:

Why Strategy is Important

It is critical to have a communications plan that clearly lays out tactics, timelines and 
metrics to feed back into your ongoing decision making.  

Knowing your strategy will help set the stage for the rest of your internal 
communications activity.

Need help with strategy? Download our free tool here. 

What is the mandate of internal communications? 

What tactics will you use?

What are the communication needs of your audience?

How do you plan to deliver on your communication strategy? 

https://intranetconnections.com/resources/tools-templates/internal-communications-strategy-template/
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Audience

The Audience principle looks at how well you know your audience, and how you 
apply that knowledge to the ways you communicate with them.

The old way of communicating with employees would be to send an email to all 
staff and leave it at that. But nowadays, you need to first assess the message and 
determine its value to the intended recipient(s) before hitting “send”.

Before sending a communication to your audience, ask: 

Who needs to see this message?

Why do they need to see this message? 

their department? 

Speech belongs half to the speaker, half to the listener.“  – Michel de Montaigne 

“
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Why Audience is Important:
Not all audiences are alike, especially when you’re speaking to diverse groups within an 

organization. Knowing and understanding who you’re talking to is critical to ensuring your 

message hits home. 

Segmenting audiences is a terrific way to see higher engagement rates. Not only will you 

build trust with your audience by sending messages pertinent to them, but you’ll have the 

freedom to customize and craft content to specific groups.

Need help with audience segmentation? Download our free tool here.

https://intranetconnections.com/resources/tools-templates/audience-segmentation-template/
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Content

The Content principle looks specifically at the purpose, make-up, and format of your 
internal communications materials—the content of your content.

Anyone can create content that is effective in furthering your internal communication 
goals. It starts with determining the following:

Content isn’t king; it’s the kingdom.“  – Lee Odden 

“

What is the key message you are trying to communicate?

What do they need to do with the information and when? 

Who is the message for?
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Why Content is Important:
In its barest bones, internal communications is about engaging employees, not 

overwhelming them with information they neither want nor need. 

In this day and age, text-heavy communications efforts aren’t going to cut through 

the noise with your team, who are busy enough as it is. Packaging content in the right 

format—preferably with engaging visuals—is a great tool to enrich even the driest 

message and optimize its chances for success. automated or customized to send on 

the end user’s pre-selected channel of choice at a given timeframe. Only those who 

need a reminder will receive one!  

Plan our your content with our free content calendar tool. 

https://intranetconnections.com/resources/tools-templates/content-calendar-template/
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Channel

The Channel principle looks at the different ways information moves through your 
organization.

Do you know where and how people communicate? Going one step further, have 
you asked your employees how they prefer to receive communications? Some 
might prefer SMS, while others primarily use email. 

Here are key questions to keep in mind: 

The medium is the message.“  – Marshall McLuhan 

“
What channels are available to you?

Which channel(s) best suit the message you are sending? 

Are there accessibility issues to any of your channels that might 

limit the success of your message?
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It’s vital to consider the different channels where communication takes place within 
your organization. Do your audiences use direct messaging or email? Or is it the 
norm to post company updates on the bulletin board in your office kitchen? 

With so many means of communicating internally, it’s easy for messaging to get lost 

in the noise. 

Why Channel is Important:
By understanding which communication channels are available, internal 
communicators can increase the efficiency of every message. Locating your 

audience is key to ensuring your internal communication is effective and strong.

Get on the right track with our free Channel Audit Tool. 

https://intranetconnections.com/resources/tools-templates/channel-audit-tool/
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Timing

The Timing principle looks at the role of time and scheduling in your communication 
activities.

Let’s be clear: sending out an urgent tax form at 5PM on a Friday is a bad idea. As is 
sending out three different communications within a single hour. The key to effective 
internal communication is knowing the right time to communicate with your 
employees and team. 

Effective timing planning is also a great way to make sure your message is always 
seen, and doesn’t get lost in a barrage of other activity. Ask yourself: 

Time is an illusion, timing is an art.“  –  Stefan Emunds 

“
When is the best time to send this message to a particular audience?

Is there a respectable amount of time to get the intended response or 

drive the desired action?

Have you established a consistent cadence for this type of message?
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Why Timing is Important
When people know they can expect a company update every Wednesday at 8AM, they will 
begin to expect this message and eventually fall into a habit of reading and engaging with it. 

You can reinforce the importance of timing planning by getting stakeholders on board with 
consistency, and convincing them that important and/or urgent messaging is more likely to 
stand out in contrast to consistent baselines.
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Metrics

The Metrics principle looks at the what, how, and why of measurement for your internal 
communication activities.

What constitutes a successful internal communications campaign? The number of email 
opens? Interactions? A happier office? 

Historically, metrics for internal communications have been limited to things like a few 
questions on an annual employee survey. Nowadays, metrics present an opportunity for 
internal communications professionals to be better equipped to study what’s working and what 
needs to be fixed. 

Ask yourself:

Data reveals impact, and with data, you can bring 

more science to your decisions“  – Matt Trifiro

“
What do you need to know?

What information do you need to tie your activities to broader 
organizational goals?

What can you measure with the tools available?
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Why Metrics are important:
Only by defining and setting metrics to measure a campaign’s success will you know the 
difference between a job well done and messages sent into the oblivion. 

Metrics should directly correlate to the goals you set in your initial internal communications 
strategy. You might not be able to measure a happier office in numbers, but you can identify 
engagement metrics. This information is extremely useful in gauging which messages are the 
most effective.  

Our free tool can help get you started. Download here. 

https://intranetconnections.com/resources/tools-templates/internal-communications-metrics/
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Data Analysis & 
Reporting

The Data Analytics & Reporting principle looks at how you use the data around your internal 
communications activities to tell a story for your stakeholders.

Now that you’ve created and implemented an awesome internal communications strategy, it’s 
time to measure its success. Here are  important questions to ask when analyzing and reporting 
on your efforts: 

Data! Data! Data! I can’t make bricks without clay!“  –  Sir Arthur Conan Doyle

“
What were the most successful campaigns? 

Why did that specific messaging perform better than the rest?

How can this be implemented in future campaigns for better results? 
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About 
Intranet
Connections
Intranet Connection has been building
the modern employee intranet since 1999.

Our software connects workers to their 
organization and with each other.
Adopting our purpose-built software has
led to measurable successes for our 
customers including cost efficiencies, 
productivity increases, turnover decreases, 
and better employee experiences.

IC’s modern and secure intranet solution
is revenue-boosting and packed with one-of-
a-kind features, such as our Push messaging 
extension. But it’s our team of experts who set 
us apart—they provide hands-on support and 
best practice guidance to our customers every 
step of the way. From onboarding through 
optimization, we’re the intranet partner you’ve 
been hoping to find.

Ready to see for yourself? Request a tailored 
demo and free trial to see how easy better 
employee experiences can be.

IC benefits:
• Power right out of the box
• Built with security and compliance in mind
• Purposeful integrations
• On-premise or cloud-based solutions

Request Demo

The data you collect should be used to refine 
your strategy and future actions. Create a reg-
ular reporting schedule outlined in your annual 
plan, where you report on how things are go-
ing, along with specific initiatives or campaigns.

Don’t forget to complete a data analysis at 
regular intervals (weekly or monthly), and track 
each period’s analytics consistently. If you 
reach the same conclusion after a few months 
running, it’s time to head back to the drawing 
board and adjust your strategy.

Why Data is 
important:
Monitoring a set of metrics will allow you to 
gauge the success of a communications cam-
paign. Looking at all the data together will let 
you see the bigger picture and track the suc-
cess of your communications efforts and prove 
its value to higher levels. 

Tying this back to your company’s overall ob-
jectives is key to delivering this value.

https://intranetconnections.com/schedule-a-demo/
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“ Our time-cost savings since moving to IC is incalculable 
for us. We have eliminated sending 15 to 20 company-
wide emails daily and avoided recreating well over  
850 documents on our intranet. Talk about cost savings!”

•  RYAN SONNENBERG, COMMUNITY STEWARDSHIP OFFICER,  
PIMA FEDERAL CREDIT UNION BNA

“ With IC’s intranet software, we saw an 81% employee 
adoption from 800+ employees in the first month,  
a 30-minute reduction in company communication  
per person/day, and a 55-minute reduction in accessing 
department resources per person/day. That’s a total 
monthly time savings cost of $400,000!”

• ANGIE YATES, PROJECT MANAGER, SUMMIT FUNDING

“ What we enjoyed the most was the collaboration with the 
internal team and the folks at IC. The project kept us on 
task to meet our timeline. The project also inspired us to 
add a few final touches (logos, branding, and colors) and 
to add more value to our offerings. We might not have 
thought of those things prior to the project meetings.”

• GENIE BRIGGS, SENIOR VICE PRESIDENT OF MARKETING, POINT BREEZE CU

“ With IC, we were able to improve upon our old company 
intranet in almost every way. Having a system that’s 
intuitive and not intimidating for the average person  
to administer is powerful.”

•  DAVID LIMERO, VICE PRESIDENT AND INFORMATION TECHNOLOGY MANAGER,  
FLORENCE BANK

https://intranetconnections.com/case-study/pima/
https://intranetconnections.com/case-study/summit-funding-intranet-case-study/
https://intranetconnections.com/case-study/point-breeze-credit-union-engaging-intranet/
https://intranetconnections.com/case-study/florence-bank-reinvents-company-intranet/
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Contact us:

Phone: +1 (604) 924 9770 
Toll Free: +1 (844) 924 9770

clientservices@intranetconnections.com

145 Chadwick Court 
Suite 360 

North Vancouver, BC, 
V7M 3K1 Canada

Connect with us:

mailto:clientservices%40intranetconnections.com%20%20?subject=
https://www.linkedin.com/company/intranet-connections
https://twitter.com/IntranetTips
https://www.facebook.com/intranetconnections
https://www.instagram.com/intranetconnections/

