
Sonder Comms Workshop - Checklist ✅ 

What Where Who When Complete
Prelauch checklist
Coming soon email Pre launch email templates
Coming soon intranet post / social tile Pre launch social tiles
Coming soon poster Pre launch posters
Coming soon TV screen Pre launch digital screens
Organise launch events / merchandise (if 
applicable)

Event merchandise & supplier 
list

Identify and engage the following for early 
awareness and ambassadorship:
 - Leadership
 - HR
 - People leaders
 - Safety team
 - Wellbeing team

What Where Who When Complete
Launch checklist - internal awareness
Launch intranet post / social tile All social tiles
Launch posters (bathroom doors, staff 
rooms/kitchens, wellbeing areas, more) All posters

Launch TV screens Digital screensavers
Launch email and include Sonder in your 
email signatures

Launch email templates
Email signatures

Change your conference call background Conference call backgrounds
Add Sonder guide to new starter 
onboarding materials All guides

Print/circulate flyers and brochures All flyers and brochures
Opt in to Sonder’s quarterly DTC email 
campaign

Ask your CSM about activation 
comms

What Where Who When Complete
Launch checklist - experiential

https://sonder.intelligencebank.com/resource/folder/index/5f238bbe06691deba119c9ca16e4311b
https://sonder.intelligencebank.com/resource/folder/index/c24bd373764b794a96d2c73f1e182b38
https://sonder.intelligencebank.com/resource/folder/index/87b5768a60ea4f4b514c120faa27486f
https://sonder.intelligencebank.com/resource/folder/index/e56e869b29bfee1bbb467e28d47425f7
https://sonder.intelligencebank.com/resource/folder/index/f70be3b7d55a4f28f37067838d25dd23
https://sonder.intelligencebank.com/resource/folder/index/f70be3b7d55a4f28f37067838d25dd23
https://sonder.intelligencebank.com/resource/folder/index/67933341c0b3da9ec0a271a6a4995e8f
https://sonder.intelligencebank.com/resource/folder/index/3809e15fac5f5981aac41c5b491e81ad
https://sonder.intelligencebank.com/resource/folder/index/34a68afe8ecb15a7f1f84425873732a0
https://sonder.intelligencebank.com/resource/folder/index/8d18189fdf4f90536a6b67521916ff8d
https://sonder.intelligencebank.com/resource/folder/index/68e3b6488f62826d32c5f86bd057d8ae
https://sonder.intelligencebank.com/resource/folder/index/0387b07acd414d423106372156a6ffa3


Organise launch event/town hall/webinar Online or in-person With your CSM
Organise manager training session Online or in-person With your CSM
Organise live demo / training session Online or in-person With your CSM

What Where Who When Complete
Launch checklist - external / EVP
Add Sonder to job ads under ‘perks’
Add to website - EVP/life
Post a launch LinkedIn post (company & 
individuals) External launch annoucements

Engage with PR 

What Where Who When Complete
Continuous engagement checklist
Engage a wellbeing ambassadors group to 
advocate for Sonder
Embed Sonder in your regular town halls
Host an incentive competition (complete 
wellbeing assessment before X date to win 
X prize)

Talk to your CSM

Include Sonder in your regular 
newsletters/internal comms

Can you align with our monthly 
theme calendar?

Refresh your posters and digital screens 
monthly with new campaign materials

Themed campaigns
2024 calendar

Post in your intranet/internal channels 
monthly with new campaign materials Themed campaigns

Opt in to Sonder’s quarterly DTC email 
campaign

Ask your CSM about activation 
comms

https://sonder.intelligencebank.com/resource/folder/index/fc542fcea794d3f31ca2c14a0336d4a6
https://sonder.intelligencebank.com/resource/folder/index/914a5dddcc081f649cb8832073a53f1a
https://sonder.intelligencebank.com/resource/folder/index/914a5dddcc081f649cb8832073a53f1a
https://sonder.intelligencebank.com/resource/folder/index/b5ae6f5c85ae48ade67a592227c216f6

