
Checklist:

Store Communication
Best Practices



Improving your store communication is
easier than you think. We’ve pulled together
our favorite tried-and-true best practices
for message titles, body, visuals, and tasks
in this comprehensive checklist. 

Keep it close as you write your next comm and 
watch your readership and execution rates soar!

Ready to get started?

In this guide:

•  Checklist #1: Title  .............. pg 1 

•  Checklist #2: Body ........... pg 2

•  Checklist #3: Visuals ...... pg 3

•  Checklist #4: Tasks ......... pg 4



Make it attention-grabbing. 
We live in a world of information overload. Effectively compete with all the other 

things tugging at your employees’ attention (customers, smartphones, TikTok, 

and the like) by making your titles truly attention-grabbing. Vague titles like 

“Product Update” or “Daily Recap” don’t inspire action. 

Make it action-oriented.
Include relevant information about the action the reader will need to take directly 

in the title, like necessary tasks or key dates. This saves a ton of time and helps 

your employees understand right away if they’re the intended recipient and how 

much time they’ll need to dedicate to completing direction.

Make it 10 words for less.
Ok, this isn’t a hard-and-fast rule, bu it’s a good guideline to make sure you’re not 

packing too much information into that title. Keeping things to 10 words or less 

ensures your message titles are skimmable, which is key when teams are dealing 

with a high volume of communication.

Whether it shows up as an

email subject line, the name of a

hyperlink, or simply a header in 

your comms platform, your

message title is the first thing

your reader will lay eyes on - so 

make it count! A carefully crafted 

title can help your employees 

understand the urgency of your 

message and exactly how the 

information they’re about to

read impacts them.

Examples of good message titles:

Critical POS update launching Thursday, 4/6

Everything you need to know about this year’s Review Process

Introducing Zipline X NASA: Our biggest launch of the year

URGENT: Update your timecard by EOD Friday, 6/19
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Checklist #1

Title



Ask yourself:
What does my reader need to know? If you don’t know where

to  start, start here. Make sure you include: what the necessary 

action is, what the effective date or deadline is, and who/what 

role will need to take action.

Ask yourself:
Why is this information important? This part of the body 

doesn’t have to be long (1-2 sentences is fine), but it’ll go a long 

way towards inspiring your reader. When you ask an employee 

to do something, telling them why they should do it helps build 

a sense of purpose and camaraderie. Some thought starters 

include: Which one of our broader company goals does the 

action required in this message enable? What’s at risk to the 

company if an employee doesn’t take action?

Ask yourself:
What questions might my reader have? Consider including a 

mini-FAQ at the end of the body of your message: it’s a great 

way to organize supplemental content that might not be 

relevant to everybody who reads your message. Structures 

information this way allows more seasoned employees to

skim through while newer readers can dive in and get their

questions answered ahead of time.
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Checklist #2

Body
The body of your message is the meat 

and potatoes - the main course, if you 

will. It’s also your chance to engage 

your audience by capturing their 

hearts and minds. Communication 

that’s too dry and focused on “what 

stores need to do” might help drive 

consistent execution, but it’ll fail to 

inspire your fleet at large. Of course, 

communication that’s too flowery can 

risk muddying the main point - and 

then execution suffers. It’s all about 

finding the right balance. To walk the 

line, focus on providing context that

will help your employees make better

decisions in the moment.
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Checklist #3

Visuals
Did you know that humans 

process visual information a 

whopping 60,000 times faster 

than written words? That’s why 

we’re big fans of the adage 

“show, don’t tell.” When you’re 

trying to get a point across to 

an audience that’s short on 

time (like store associates) an 

image or video can convey a 

great deal of meaning in a 

matter of seconds. Plus, visuals 

spice up your communication 

and make it fun to read.

Use screenshots
when directing teams to accomplish tasks on a POS,

workstation or mobile device to ensure there’s no confusion.

Use photos
to show “what good looks like” when it comes to merchandising

set-ups, product displays, signage placement, and more.

Use gifs
to break down multi-step tasks into easy-to-follow directions. For example: 

use a gif to show how to properly assemble a piece of backroom equipment, 

steam a garment for display, or roll a cuff on a mannequin. 

Use short video clips
for more complex direction, or consider using a video editing program

to create engaging compilations that draw your viewer in.
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Checklist #4

Tasks
Tasks are the “what and when” - what 

your readers actually need to do, and 

when they need to do it. They’re the 

perfect complement to a carefully 

crafted message chock full of context 

and visual references. Think of tasks 

almost like micro-communications: 

each one should be as specific and 

detailed as possible. The topic of

a message and the work entailed

may span weeks or months, but by

summarizing key tasks and making 

them apparent, teams can skim and 

understand what action they need to 

take today, and what they’ll need

to plan for in the future.

Always include timing.
Base each task off the day the action is due so

teams can prioritize accordingly.

Include (seemingly redundant) details.
Since employees may return to a message to skim relevant 

tasks, make their job easy by being as specific as possible. That 

way, if the task is taken out of context, it can still be understood.

Who’s responsible?
If relevant, call out the specific role on the team that will

need  to complete the task. This will save your store managers

time when they are delegating workload.

Hyperlink.
If you’re communicating via email, an intranet, or a task

management system, consider hyperlinking to resources that 

may be necessary to complete the task. Your employees will 

have all the information they need, right at their fingertips.



Title Body Visuals Tasks

Attention-grabbing

Action-oriented

10 words or less

What does your reader 
need to know?

Why is this information 
important?

What questions might 
your reader have?

Screenshots

Photos

Gifs

Videos

Timing

Details

Role responsible

Hyperlinks

The Ultimate Store Communications Best Practice Checklist
(Print it out, pin it to your desktop, save for later!)
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Put your checklist to
work with the #1 Frontline
Engagement Platform 

Zipline was specifically designed to drive higher store execution 

and employee engagement and built from the ground-up to make 

implementing best practices like these seamless and easy. 

Today, only 29% of direction sent from HQ to field teams is

executed correctly. Zipline is the only platform purpose-built

to drive frontline engagement. Powered by communication

and real-time insights, Zipline helps field teams understand 

company priorities and take action on urgent initiatives,

while also surfacing data that coaches employees to better

performance. By connecting with the leading systems that

your frontline teams rely upon, like Kronos, Dayforce, Medallia

and more, we’ve created the ultimate one-stop-shop for

teams. Today, more than 75 of the best brands in the world

use Zipline to drive agility, execution, and employee engagement. 

Learn more today

https://getzipline.com/request-demo/

