
The must-have 
internal comms 
2022 checklist
INTERNAL COMMS AUDIT
STRATEGY TIPS
IDEAS & TRENDS



 
Hopefully our 

checklist will provide 
reminders and tips for 

evaluating the planning of 
your internal comms projects 
and meetings in 2022 to help 
hone in on your goals a and 

successfully engage  
your employees.

Introduction

Streamlining your internal comms activities, goals 
and meetings is important in post-pandemic world 
when entire workforces are dispersed, suffering 
from burnout including digital overload and feeling 
disconnected. Striking a fine balance is all down 
to knowing when to deliver timely and relevant 
information that they need to know, who needs  
to know it and by what source. 

As part of any comms project strategy you should consider:

 ♦ The context of the project, the purpose and objectives

 ♦ The stakeholders/audience to be informed of the communications

 ♦ The methods to achieve the objectives and a detailed timeline of 
the activities/owners

 ♦ Establishing & allocating any budget

 ♦ The criteria for evaluating the success of the project

Watch the latest IC trends
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https://www.youtube.com/watch?v=nhxT8MsRGoY


1⁄3
Research by HR surveys found that only a 
third of UK employees feel like they belong 
within their current organisation. This could 
mean that 16 million people currently feel 
disconnected and alienated.

2022 is being talked about the year of the 
‘Great People Resignation’, it is therefore 
important that companies step up to 
understanding their employees better and  
finding solutions to reconnect with them. 

Institute of Internal Communications, 2022
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Auditing

Review past employee feedback (surveys, polls 
and data trends) to judge what communication 
methods are working well or not so well. Ask 
direct meaningful questions in surveys to get the 
responses you need.

2
Create a detailed report on what needs to 
be implemented to improve your employee 
communication challenges. A SWOT analysis can 
help with the planning of your next 2022 project.3

Establish the groundwork/parameters for making 
actionable plans and what needs to  
be covered in the “planning meeting”.41 When planning future comms projects assess  

your current methods, processes and technology 
to determine if they need updating or potentially 
dropping an internal comms channel. Focus on 
what is and will make a difference to your next  
IC project!

Assessment of IC plans
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Reflection Tip:
What are the ways in which IC can help 
reconnect people to purpose? Is your 
communication enabling purpose and is the 
narrative meaningful to your employees? 

Provide inspiring relevant stories and 
initiatives to employees in comms to 
 help your workforce reflect on their  
own purpose in 2022.
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Hyperlink
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Planning 

Learn more with IC project planning tips here

Think about who will be affected by your 
comms and actions. Think about what 
channel and approach will be effective to 
engage them with your messaging.5
When planning a project ensure you revisit 
your objectives to make sure your actions 
are aligned to them. Things can change 
rapidly so don’t lose sight on your objectives!6
Ask your employees for feedback on what 
they want to know in the next comms 
meeting by implementing a pre-meeting 
survey. Download our guide on “how to get 
instant and meaningful feedback” to help 
you gain honest, uninhibited feedback.

Use different techniques in your brainstorming 
session to validate your observations and 
reasons for your actions. ‘The 5 Whys’ is a 
useful way for reasoning a decision/method. 
Use a polling tool to get people to vote on 
decisions and offer their own.

8
Before you start testing or doing any final 
checks, ensure your project team is all on the 
same page and that there is clarity over the 
messaging and actions that will be taken.97

6

https://documents.manchester.ac.uk/display.aspx?DocID=31857
https://www.vevox.com/resources/guides-infographics/how-to-get-instant-and-meaningful-feedback
https://www.vevox.com/resources/guides-infographics/how-to-get-instant-and-meaningful-feedback


IC STRATEGY TREND FOR 2022
Getting to understand ourselves as humans 
and read into behavioral insights as to why 
we think, act and do things in certain ways. 
By understanding the science and psychology 
behind our changes and actions, we can start 
to understand our employees better. Employee 
insights, feedback & data analysis will be just 
as important in 2022.
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Tip:
Think about every 

aspect for virtual and  
face-to-face attendees  
so it can be an equal,  

inclusive meeting. From  
the platform, accessibility 

and to words used  
when presenting.

Test & Check

If your comms event/project involves technology, 
ensure you have tested all aspects of it (that 
are being used) before it is in full use by your 
workforce. This allows you to spot any glowing 
errors before releasing something company-wide. 

10
If you are running a large hybrid townhall 
meeting, confirm that all senior managers are 
onboard with your technology and the setup. 
Check that all the parts of the hybrid setup are 
prepared and ready for action such as your  
Q&A session, schedule and agenda. 

11

An obvious one, but can be super  
critical if not actioned properly. Take  
time to double-check any copy when  
sending out a message. Always make  
sure it is proof-read by several people, 
especially if this a company-wide message. 
Introduce automated and manual processes  
to ensure human-error is avoided.

12
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Preventing the great 
resignation of 2022 

IC Strategy Trend 2022 

Ensuring active listening is followed up 
with active doing. If employees can’t  
see the results of being listened to, then 
they are more likely to lose purpose.

Companies like M&C Saatchi are 
introducing initiatives like stay 
interviews and more aligned  
employee benefits/culture in  
order to retain talented staff. 

staff Ref: Redefining comms
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Evaluation

Produce a report of all the findings from your 
comms project and measure them against your 
objectives. Did it meet them? If not, investigate 
as to why this was. 14

Share your report with the team to discuss any 
actions of the back of this and propositions  
for the improvements.15
Have an update meeting to check-in with the 
refinements, changes and key learnings for 
your next comms project.16

Scope the communication activities that you 
need to evaluate and within a time-frame. 
Think about the key questions that need to 
be answered in your evaluation report and the 
resources required to deliver your evaluation.

13
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 ♦ What are the current methods of communication? How effective 
are they?

 ♦ Which methods will work best for change, for different audiences?

 ♦ Who will lead the internal communication? Are they clear on the 
purpose of the communication?

 ♦ Is communication a standing item on the meeting agenda of the 
change management/steering group overseeing the change 
management process?

 ♦ What needs to be communicated? How? When?

 ♦ Are the messages clear? What is the purpose of the change?  
What does the organisation want to achieve? What is the intended 
result of the communication exercise?

 ♦ How will it affect staff, their families, volunteers, contractors, 
suppliers? What are the benefits? What are the issues? What are 
the other impacts?

 ♦ How can staff find out more? Where can they go for answers? 
Who can they talk to & via what means, team briefings, in change 
management workshops or other methods?

 ♦ Are the messages getting 
through to all levels, locations? 
Are supervisors well-informed 
and able to provide correct 
information, answers?

 ♦ Is the feedback from staff and others 
getting through to the change managers, the 
communication team? Is it being considered, acted  
on, acknowledged?

 ♦ Can people see that their views and suggestions count  
and that they are being listened to?

 ♦ Are the myths growing? What is being done to counter them?  
Is the strategy working, what changes need to be made to 
improve the nternal change communication?

IC evaluation questions
The local NSW government in Australia shared 
their key internal comms evaluation questions:
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https://www.lgnsw.org.au//


Realistic
Prove what you can, 
acknowledge what  

you can’t.

Open
Record and share as 

much as possible.

Objective
Be honest and constructive 

about results so we can  
learn for the future.

Fully integrated
It’s an integral part of 

planning and delivery, not 
an add-on at the end.

12

IC techniques  
for evaluating:

Learn more IC evaluation tips & methods

P
R

O
OPragmatic

Best available within 
budget, not best ever.

Use PROOF:

F
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https://gcs.civilservice.gov.uk/guidance/internal-communication/evaluating-internal-communications/


Internal comms 
tech & channels

The way you communicate a message to your 
employee is just as important as the message 
itself. Therefore you need to measure the 
impact of the technology and its effectiveness 
in achieving your objectives. 

17
Explore alternatives/new solutions to improve 
weaknesses in your current IC setup. Create a 
criteria for what you need the technology to  
do in your scenario and its purpose.18

Work with your technology provider to ensure 
you are (or an employee) a champion of the 
technology and to ensure you get the most  
out of it. This way you will know how to utilise  
the technology to your needs.

19
Once you have implemented your technology, 
ask for feedback from all employees and 
relevant stakeholders, so you can continue  
to review the impact.20

IC Technology
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The multi-channel approach, (also 
called “best-of-breed” strategy) allows 
companies to choose the tech that best 
meet the needs of their employees. Your 
comms channels should help to amplify 
culture, purpose and your goals.

Listening is a fundamental part of 
communicating. 2022 will continue  
to see a trend in the way companies 
want to understand their employees 
better and attain anonymous and  
live feedback.

The multi-channel approach to
reach dispersed workforces
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All resources
Internal comms blogs
Vevox free live polling & Q&A account

Contact us for more information about 
Vevox and how we can improve your 
internal comms meetings: hello@vevox.com

Our resources and
contact information

https://www.vevox.com/resources/
https://www.vevox.com/Blog?category=internalcommstips_tricks
https://signup.vevox.com/#/
mailto:hello%40vevox.com?subject=

