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



 























              


             
    
      
              



               
                



               



                 













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









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





             


 

       
        
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Annexure B 
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 





 


































 


              


                
            


             


     


              





 
 



      
       
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Interview schedule 

Section A: Corporate strategy 
1. How does your organisation develop its strategic plan? 

2.  How is your organisation’s strategic intent communicated with internal stakeholders? 

3. What levels of management are involved in clarifying the strategy to internal 
stakeholders? 

  
  
4. How familiar do you think your internal stakeholders are with your organisation’s 

strategy? 

Section B: Communication function 
5. Explain how the communication function of your organisation is structured including the 

different specialisation areas. 

6. What is the relationship between the communication function at the global 
headquarters and the same function in individual countries (if it exists at both levels)? 

7. What is the typical professional experience or formal educational background of the 
staff in your organisation’s communication function at…? 
7a. …the global headquarter level 
7b. …the local (individual country) level 

8. How does the communication function contribute to the strategic functioning of the 
organisation? Is this directed from headquarters or incidental per country? 

9. How is the most senior communicator of your organisation involved in the strategic 
management of the organisation? 
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Section C: Internal communication 
10.  How is internal communication structured in your organisation?  

11. What are the objectives of your internal communication function? 

12.  What channels/media does your organisation use for internal communication? How do 
you choose these? 

13. What mechanisms, if any, are in place to encourage dialogue among all levels of 
employees?  

14. How do you determine your overall internal communication effectiveness?  

Section E: Suggestions for the management of internal communication within INGOs 
15. Do you think internal communication in INGOs needs to function at a strategic level? 

15a.  If yes, how would you suggest this happen? 
15b.  If no, why not?  

16. What, if any, are the barriers/challenges to effective internal communication in an 
INGO?  

17.  What solutions would you suggest in order to overcome the previously mentioned 
barriers/challenges? 

Conclusion 
18. Is there anything else you would like to add about managing internal communication in 

your organisation? 
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Organisational Documents 
Background Documents:         Yes / No
Annual report/website            
Organogram              

Strategy Documents: 
Corporate strategy             
Communication strategy            
Internal Communication strategy           

The organisational strategy … 
1. Reflects the organisation’s mission statement        
2. Reflects the organisation’s values          
3. Articulates the organisation’s strategic intent        

Comments: 

The (internal) communication strategy …       Yes / No
1. Reflects the organisation’s strategy          
2. Reflects the organisation’s structure, culture and context       
3. Links its objectives to the organisation’s strategic intent       
4. Integrates the external and internal communication of the organisation     
5. Recognises internal communication as part of an ongoing process of  

strategy development and implementation         
6. Adopts a holistic view of internal communication        
7. Recognises the diversity of internal audiences        
8. Identifies channels/media appropriate given the objectives and audience    
9. Recognises the role of top management in internal communication     
10. Recognises the role of line managers in internal communication      
11. Includes a process to identify key strategic internal/external issues     
12. Reflects a commitment to dialogue and symmetrical communication     
13. Provides for local empowerment and ownership of internal communication    

Comments: 
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