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Internal Communications 
at Cohesity
The purpose of our Internal Communications 
Standards and Guidelines
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of employees say 
email is their 
number one 

distraction. [1]

 

of professionals feel 
disconnected because 

vital company 
information does not 

reach them. [3]

62%  85% 74%
of employees spend 

up to two hours 
searching for 
work-related 

information. [2] 

[1] Preppio, [2] ThinkTalent, [3] TeamStage  

https://www.preppio.com/blog/your-employees-are-not-reading-your-emails
https://thinktalent.eu/why-internal-communication-is-the-key-driver-for-employee-engagement/
https://teamstage.io/productivity-statistics/
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Purpose of Internal Communications Standards/Guidelines

● To ensure overall consistency in tone, 
approach, and formatting of communications 
sent from Cohesity employees to Cohesity 
employees.
 

● To deliver a consistent employee 
experience across all departments
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#1: Employee-First Orientation
Keys to effective internal communications

• Relevant to the target audience

• WIIFM message

• Easy to consume

• Best channel utilized

• Can be found or learned after 
announcement
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#2: Clear Purpose
Keys to effective internal communications

• Aligned to business objective(s)

• Defined desired outcome

• Clear call-to-action

• Designed for highest reach

• Channel selection by audience, objective

• Catchy ‘headline’ email subject
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#3: Thoughtfully Planned
Keys to effective internal communications

• Write a draft

• Have it peer reviewed

• Think about the end-user experience

• Optimize timing of distribution
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#4 On Brand 

Voice and tone is how our writing “sounds” when consumed. Our voice and tone for 
communicating at Cohesity follows a few simple rules: 

● Be clear
○ We are descriptive, yet concise. 

● Be human
○ We write how we speak to one another – with empathy and 

authenticity. We’re conversational and credible. 
● Be bold

○ We challenge conventional thinking and approaches with passion, 
facts, and creativity. 

● Be inclusive 
○ Our content should strive to speak to and engage everyone, 

without discrimination. 
○ Use appropriate pronouns when talking about an individual.
○ Use Cohesians (not employees) to talk about our teams

Keys to effective internal communications
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Our Key Channels
Which channels do we use? How do we use 
them?
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3 Key Communication Channels

Slack 
Automated, secure & mobile-ready for 

segmented audiences.

Connect 
Single source of truth, kept current 

with all newly announced news

Email 
Long form content for announcements 
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3 Main Types of Emails

• Newsletters  
• Typically sent monthly or quarterly, these communications 

include a summary of news and information around a 
particular topic - sometimes specific for departments

• News/Announcements 
• Most internal emails will fall into this category 

• Events/Invites 
• Used to entice employees to attend a live or virtual event
• Includes details about the event, benefits of attending, and 

how to register

NOTE: For larger change 
management types of 

communication, we recommend 
you work with our Internal 

Communications team.
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10 Internal Email Communications Principles

Relevant 
to the target 

audience  

Connected to 
a company 

strategy, 
initiative, or 

RADIO value

Easy 
to read and 

digest 

Highlights 
a What’s in it for 

Me? (WIIFM) 
message

Aligned to 
Cohesity brand 

visually and 
linguistically 

Formatted 
so the most 
important 

information is 
above the fold 

Able to be 
found or 

learned after the 
announcement 

communications

Encourages 
Cohesians 

to reach out with 
questions or 

concerns 

Sent during 
an optimal time

Written with 
an empathetic 

and 
conversational 

tone 
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Ineffective Email 
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Ineffective Email Transformed 
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Relevant to Target Audience: 
All content and included links 
are only applicable to US 
employees 

Personal Tone: 
Conversational language that 
utilizes “you/your” makes the 
message more personal 

What’s In it for Me? (WIIFM): 
The message clearly 
communicates the value of the 
content included in the email

Easy to Read & Digest: Short 
paragraphs and bulleted list 
improve readability

Above the Fold: Most pertinent 
information included at top of 
email

Includes Subheadings: To 
highlight the most important 
information

Easy Access to Information: 
Links to Cohesity Connect where 
information can be found 
anytime

Empathetic Tone: Emphasizes 
that Cohesity has the 
employees’ best interest at heart

Encourages Communication: 
Offers an opportunity to reach 
out with questions



20© 2023 Cohesity, Inc. All rights reserved.

Email Subject Lines 

Type Formula Example

The Silver Platter Headline [Number or how to] simple/easy ways to 
[desired outcome]

7 easy ways to spot phishing

The How To Headline How to [achieve a desired outcome] How to recharge each weekend

The Testimonial Headline How [Company] got [result] in [timeframe] How Acme made $163k sales in 30 days

The Question Headline Are you [provocative question]? Are you still taking notes on paper?

The Ignorance Avoidance 
Headline

What you should know about [topic] What you should know about 401k

• Think of them as headlines
• Around 40 characters (about 6 words) is the optimal length

Additional examples

https://sumo.com/stories/headline-formulas
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Slack  
Slack Channels – Unlike email, channels are focused on specific topics

When to Use it 

• Slack messages can reinforce or reiterate an email and should be 
posted in the post appropriate Channel in order to reach the intended 
audience (i.e. #cohesity-news, #new-hire-us). 

• These messages should be a very condensed version of the original 
email message. 

How to Target an Audience 

• Each office, region, function, and ERG has a targeted, open channel,
• Some channels are private and are by invite only 

View our distribution lists on Cohesity Connect

https://sites.google.com/cohesity.com/connect/functions/people-and-places/how-to-communicate-at-cohesity/distribution-lists?pli=1#h.q4wo83d6676i
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Email is best for: 

● One-way communication
● Major announcements
● If you require analytics (open/clicks)
● Newsletters

Slack Channel messages are best for: 

● Two-way communication
● Secondary messages (Reinforcing the 

message of an email)
● Informal celebrations
● Quick reminders
● Sharing valuable content with a team



23© 2023 Cohesity, Inc. All rights reserved.

Ineffective Slack Message 
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Ineffective Slack Message - Transformed 
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Emojis
These help draw attention to the 
post and to certain sections of the 
message

Personal Tone
Conversational language utilizes 
“you/your” and “Cohesians” instead 
of “employees”

Easy to Read & Digest
Short paragraphs and bulleted list 
improve readability

Focused
The message is very specific to one 
topic and has an intended action

Utilizes Cohesity Connect Links to 
Cohesity Connect where information 
can be found anytime

Encourages Communication: 
Offers an opportunity to reach out 
with questions



26© 2023 Cohesity, Inc. All rights reserved.

Sending Emails: Staffbase or Gmail?

● Gmail should be used when communicating to smaller audiences, typically for 
messages for upper management (eStaff, VPs, People Managers) or for natural 
executive communications.

● Staffbase should be used when communicating to a large population of Cohesity 
employees–typically for major announcements. Staffbase allows for graphical 
treatment and provides analytics (opens, views, and clicks).  

Note: The Internal Communications team can help determine the most effective email format for 
distribution, and this will likely not affect how the draft communications should be written. 
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Gmail is best for: 

● Smaller audiences 
● Very short and precise messages
● Graphical treatment not needed

Staffbase is best for: 

● Larger audiences 
● More complex messages

○ Formatting allows for better 
organization

● Newsletters
● When graphical treatment is necessary
● When analytics are needed
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What is it?

● Our internal and confidential website to help global employees stay 
connected to company goals, news, and services. 

● This is the single source of truth for employees, and the content is kept up 
to date with the latest news and information.

How Connect helps us write effective communications

● We can create more concise emails and Slack channel messages when we 
leverage (link to) the associated pages on Cohesity Connect.
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Meet the Internal 
Communication Team
We are here to help! 
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Global Internal Communications
What We Do

Who We Are

Jill Partridge
Head of Internal Communications & 

Philanthropy 
Arizona | Remote

Rocco Lungariello
People Communications 

Manager
Connecticut | Remote

We partner with business and program owners to plan and distribute effective communications that 
drive awareness, action, new behaviors, or human connection. 

 

Lauren Peters
Internal & External Employer 

Brand Manager
California | HQ
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How to Work With Internal Communications (IC)
When to ask for IC help

1. Major or net-new changes to Connect or Staffbase templates are needed
2. Program or change communications strategy help is needed
3. New communications channels
4. New automated audience segmentation (ex: distribution lists, slack channels, etc.)

How to ask for IC help
1. Tell us about your communication as far in advance* as possible

○ Submit your request using this form
2. Give us at least one business day to review
3. We’ll collaborate together on next steps to achieve your communication goals

* It usually takes 3 - 4 business days to collaborate on a standalone 
communication. Longer for a multi-channel communications plan.

https://form.asana.com/?k=c8tFZNvnbSFgyRz2T9VaDw&d=8683820862512
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Important Takeaways 

4 Keys to Effective 
Communication

When to use Gmail vs 
Staffbase

Utilizing Available Templates When to use email vs Slack

When to ask for help Leveraging Cohesity 
Connect
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Tools & Resources 
Where to find additional information about 
communicating at Cohesity 
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Email Templates in Google Docs & Staffbase

1. Announcing Change
2. Announcing New Team Member
3. Basic Announcement w/o Banner
4. Company/Office Alert
5. Live Event Invitation 

1. Announcing Change
2. Announcing New Team Member
3. Basic Announcement w/ Banner 
4. Basic Announcement w/o Banner
5. Company/Office Alert
6. General Newsletter 
7. Live Event Invitation 
8. Theme/Monthly Celebration

https://sites.google.com/cohesity.com/connect/functions/people-and-places/how-to-communicate-at-cohesity
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Associated Page on Cohesity Connect

1. Writing Effective Emails 
2. Writing Effective Slack Messages 
3. Email vs. Slack - Staffbase vs. Gmail
4. Accessing Email Templates 
5. The Internal Communications Team
6. Additional Resources

• Best Practices for Email Communications 
• 10 Internal Email Principles
• Checklist: Before Sending Emails
• Grammar 101 

Your one-stop shop for all things Internal Communications

https://sites.google.com/cohesity.com/connect/functions/people-and-places/how-to-communicate-at-cohesity/internal-communications-standards-and-guidelines
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Thank you!


