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Key Messages

Key messages are your firm’s talking points. They explain your unique benefits to prospects and clients while 
ensuring focus and consistency of message. Ideally, key messages are short, easy-to-remember sound bites 
that everyone in the firm should remember and rely on to describe your firm. 

ATTRIBUTES OF KEY MESSAGES

• Concise. They consist of one to three sentences in length and are under 30 seconds when spoken.

• Strategic. They differentiate you from other firms and state the benefits to the client.

• Relevant. They provide a balance between what needs to be communicated with what your 
audience needs to know.

• Compelling. They are meaningful and motivate action.

• Simple. They are easy to understand and use conversational language that does not include jargon.

• Memorable. They are easy to repeat from memory.

• Real. They employ an active voice and are not salesy.

• Tailored. They can be slightly altered to effectively communicate to different audiences.

KEY MESSAGES SHOULD

• Describe an organization or service

• Differentiate the organization or service

• Focus on the benefits and state what’s in it for the target audience

• Be able to be proven through facts, figures, statistics and stories

To help develop your key messages, answer these questions:

What do your clients tell you are their greatest needs?
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What are the most common situations that prompt someone to contact you? 

How do you help your clients most? What are the key benefits you provide?

How do you go about delivering on this help?

What is the one thing you do for clients that your competition couldn’t claim the same?

What would your clients tell their friends that you do for them?
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What are the three key words or phrases that you want to get across to clients, prospects and COIs?

Now review your answers and create up to three key messages that summarize what your firm does for clients.

  1.

  2.

  3.
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