
 10-STEP PLAN FOR MAXIMIZING YOUR MESSAGE 

MAKE A PLAN 

 1. In one sentence, write down the core message that you’re trying to get across. 

 ______________________________________________________________________ 

 2. Determine what specific change you are trying to create.  
 What do you want people to do? What do you want to motivate people towards? 

 ______________________________________________________________________ 

 3. Identify your audience.  
 What is their familiarity with the information? What values do you have in common? What are their needs? What’s in it for 

them? What setting/medium will they respond to? 

PUT THE PIECES TOGETHER 

 4. Gather information to back your strategy.  
 What examples do you have that will lead the audience to believe that your recommendation is correct? What (non-biased) 

data supports your case? What anecdotes or quotes from those the audience respects could you incorporate? What 

personal story can you include to relate to your message? 

 5. Eliminate everything you collected for Step 4 that doesn’t directly support what you wrote 

for Step 1 & 2. 

 6. Create your story structure.  
 Do you have a clear beginning, middle, and end?  Have you included context to the situation, built a case for the audience 

to care, and followed it up with a call to action or a conclusion designed to change thinking? 

EDIT FOR IMPACT 

 7. Simplify and get rid of clutter.  
Are you including information simply for historical/”because we’ve always done it” type of reasons? Are you subjecting your 

audience to “Death by PowerPoint?” Are there unnecessary labels, gridlines, and legends in your charts and graphs  that 

you could delete?  

 8. Eliminate the need for people to do any slow-thinking (until you really need them to).  
Where can you substitute visuals like images, maps, etc. in place of text? How can you incorporate concepts like framing 

and highlighting to make your point clear? Are you practicing good data visualization techniques? 

 9. Appeal to your audience’s emotions.  
Are you appealing to emotions that drive action (anger, urgency, hope, ability to make a difference, or solidarity)?  Are your 

photos and videos actually working for you or are they just there because you’ve been told you’re supposed to include 

visuals? How can you “hit them in the feels” at least once? 

PRACTICE MAKES PROGRESS 

 10. Ask for genuine, specific feedback and continually refine your message until you’re 

confident you’re achieving what you wrote in Steps 1 & 2. 
Yes, proofreading is helpful, but it’s time to test your message. Ask questions like: What was most memorable? What do 

you have questions about? What moved or motivated you? What do you think the message was? 
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