Universal Tier Messaging System Planner
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	Who are the communication gatekeepers to distribute messages to each group?
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	Are there procedures or guidance for how to set up communications for each group?
	
	
	
	
	
	

	What existing communication routines can you embed into to share information?
	
	
	
	
	
	

	What existing schedule or activities (e.g., meetings, events, etc.) can you embed into to share information? 
	
	
	
	
	
	

	Which messaging strategies are needed?
	☐  Email
☐  Social Media
☐  Website
☐  All Call – Phone
☐  All Call – Text
☐  PA Announcement
☐  Newsletter
☐  In Person
☐  Shared Drive
☐  Google Folder or Classroom
☐  Print Copies
☐  Video
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	What message translation is needed?
	☐  Spanish
☐  Tagalog
☐  Chinese
☐  Hindi
☐  Italian
☐  Korean
☐  Gujarati
☐  Portuguese
☐  Arabic
☐  Polish
☐  Russian
☐  Haitian Creole / Haitian French
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