
WORKPLACE COMMUNICATION TACTICS 
OUR TRIED & TESTED TOOLKIT

Ghost in the Machine
Web page pops up 
spontaneously upon login to 
show people something/ 
get them to do something.

Paul Revere  
Someone physically walks  
around the building telling  
people something.

Tom Sawyer 
Create a task that
engages people at a 
company happy hour. 
The task should be fun 
and community building.

Squeegee 
Walk around and provide a 
service, (such as free monitor 
cleaning) and tell the person 
about something new while 
you do it.

The Stalker 
Have someone follow 
someone else around and 
learn aspects of their job. 
Share important findings.
(See: Baby Bird)

The Squatter 
Find an empty table and 
move in for the day, have 
conversations with staff around 
you, strike up conversations 
during lulls in work, or if people 
ask why you're there.

The Big Toe 
Get people to try some small 
aspect of a new tool, or technology 
to de-mystify it. Dip your toe in the 
water before you jump in.

Tooth Fairy
Leave something at 
everyone’s desk overnight. 
(Alt: Bad Tooth Fairy)

Quilt 
Gather tips (via interviews) 
and tricks from power users 
and present to the office 
giving credit to those who 
contributed tips. 



All Hands
Pull together entire office for 
a meeting, and an activity.

The Improv 

Act out a new or changed 
process on the fly. Use to 
build people’s confidence in 
a new process or to identify 
unknowns.

Pay it Forward 

Show someone 
something for the 
purpose of having them 
show someone else.

Sidecar 

Walk someone through 
how something works 
with them controlling the 
experience. 

Free Lunch 

Give everyone free lunch to sit 
and learn about something.
(Variation: The Stampede, 
where only the first 25 people 
get lunch)

The Concierge 
Walk the new thing around 
the office and engage key 
people individually - this 
both ensures communication 
and gets first hand opinion.

Game Show 

Create a game or 
competition for the office 
to play / participate / 
watch. 

Marquee 

Signs at all the office 
entrances first thing in 
the morning until 11am.

Baby Bird 
Read a paper, article, watch a 
video, or attend a presentation 
and summarize for the rest of 
the firm's benefit.

Meeting Bomb:
Get invited to committee 
meetings where people are 
already convening and tell 
them your message there.

The Grapevine 

Use the natural flow of 
communication through 
the office by seeding 
specific people with lots of 
internal connections.

The Workshop 

Run a facilitated meeting 
to discuss or brainstorm an 
aspect of the thing.



The Toast:  
Ding a glass to get 
people’s attention.

Clapper 

Clap 2 times if  you’re 
with me... clap 3 times if 
you’re with me... clap 4 
times if you’re with me. 

The Skit 

People act out a new or 
changed process for the 
benefit of the audience.

Casting Call 
People sign up for slots 
in 10 people groups and 
have a conversation 
about a topic.

Lost Dog 

Post fliers around the 
office.

Go Gemba 

Bring people to where a new 
or existing process is taking 
place so they can observe it.

Shotgun
Email the entire office or 
company.

Coffee Stalk 

Hang out by the coffee 
machines with a big TV 
and personally demo 
something on the screen.

Team Huddle 

Pull teams aside and 
communicate something  
at team meetings.

The Walkabout
A squatter in a  
different office.

Automatic  
Coffee Stalk 

Leave a 2 minute 
video playing on a TV 
demonstrating something.

Captive Audience 

Setup a display where ever 
people in the office are 
waiting for something.


