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	Top Tips – SMT Dashboard content 
Thanks for sending through your content for the SMT Dashboard.

We wanted to let you know that the ships have told us that the information and requests they receive from colleagues ashore can sometimes be unclear and difficult to prioritise. 

So we can support you in making sure your content lands in a way that will reach your objectives, whilst minimising disruption on board, we've provided some top tips (right) on how to present your content.

We've also introduced a deadline for content by 4pm Wednesday. This will ensure we have enough time to create the SMT Dashboard as well as support you in creating content that's going to achieve the best outcome for you and our colleagues on board.

As always, please get in touch if you need advice on your communications approach. Involving us early on will help us in providing the service you need. In the meantime, we hope you find these tips helpful and look forward to seeing how your content evolves.

Best regards

Internal Communications team
	Key dates

	
	Deadline for content
	17:00 Monday

	
	Issue date
	Tuesday

	
	Top tips / Guidelines

	
	· Keep it short and simple
· Start with the why, who, what and when
· Always be clear on the impacts and benefits i.e. What’s in it for me?
· Get straight to the point
· Use plain English
· State audience, actions, key dates and contacts
· Give as much notice as possible – use teaser messages that it’s coming
· Format – use subheadings, bullet points and bold text
· Keep file sizes of attachments small less than 2MB.
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