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From the previous example

• Communication is easy when you‘re sitting
next to each other

• Not so, when there‘s a country in-between
• (working) culture differences

• Varying organisational structures

• Miscommunication can happen easily
• People don‘t read their emails.

• Things take time



Causes for challenges in 
internal communication

• I know it, everyone else should/must 
know it as well

• I have told everyone already

• The bureaucracy is too complicated

• Is data or information transferred

• The message you are sending is 
wrongly understood

• We are too busy!

• I said It once, no need to repeat

• If I need your opinion, I’ll tell it to 
you.

Some things may seem obvious to us



Benefits of good internal comm

• Transparency

• Partner engagement

• Shared common vision

• Division of responsibilities is easier

• Keeping everyone „on the same page“

• Dialogue instead of broadcasting

• Ability to approach varying situations/challenges proactively

• Reduction of overhead (Smarter decision-making on all levels, reduced 
need for micro-managing)

• Reduced day-to-day conflict between team members

• Agreements are kept (things are made on time)



Channels for internal 
communication

• Digital

• Email

• Intranet

• Webcasts

• Blogs

• Skype 

• InSoMe (Yammer, BaseCamp)

• Internal newsletter (e.g. for eMS at the JS)

• File sharing platforms

• Project and task management tools

• Traditional
• Communication plan

• Memos

• Posters

• Graphical guides

• Real-life
• Steering group meetings, team meetings, 

conferences/events



Template for a Project 
Communication plan



Template for a Project 
Communication plan

• A template to structurise
project communication

• Not required but you can
ask for support for dev and
implementation of plan

• Contains chapters for
• Communication objectives

• Target groups

• Strategy and measures to be
taken

• Work plan

• Responsibilities for 
implementation

• Evaluation

• Budget



Project and task management Meistertask

• Good for keeping track on various projects, 
big or small

• Free to use

• Division of responsibilities

• Tracking of completion

• Very easy to re-organise







Alternatives for Meistertask

• Trello
• https://trello.com/

• Blossom
• https://www.blossom.co/

• Kantree
• https://kantree.io/



File sharing (free)

• Services come and go

• Some become paid, others stay
free

• Integrate as local drives

• DropBox
• https://www.dropbox.com

• 2GB

• OneDrive
• https://onedrive.live.com

• 5GB

• Google Drive
• https://drive.google.com

• 15GB

• In-built documents





File sharing alternatives (paid)

• Amazon Cloud Drive 
• Unlimited storage

• https://www.amazon.com/clouddrive

• SugarSync
• https://www.sugarsync.com/



Newsletters

• Email!

• Plain text

• Custom HTML templates

• https://elements.envato.com/web-
templates/email-templates

• https://webdesign.tutsplus.com/articl
es/build-an-html-email-template-
from-scratch--webdesign-12770

• MailChimp

• Multiple templates (for internal and external 
target groups)

• Drag and drop construction of newsletters

• Email lists

• Review of campaign successess (opens & 
clicks)

• Free for up to 2k subscribers





Skype

• We all know this but did you know
that

• You can have group meetings

• You can share your screen as well

• You can send files

• No Skype – no worries

• Viber: https://www.viber.com

• Talky (browser-based!)

• https://talky.io/

• Screen sharing (not on all 
browsers)

• Mic/Cam/Chat



Intranet

• „true“ intranet is hard to realise in the
project ecosphere

• VPN connection

• Granting permissions to non-organisation persons
to internal networks

• Work-arounds
• Use file sharing platforms with passwords

• Isolated section on projet website





Channels for internal 
communication

• What channels do you have?
• Existing

• Adding something new?

• Who are you targeting 
• Best channel for maximum efficiency

• What do they need to do/what do 
you want to achieve?

• Content
• Consider media (sensitive v not?) 

• What action will follow as the result of 
your message

• Engagement 

• When is the best time to 
communicate?



True communication is dialogue




