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The 3-Point Blueprint Framework 

Message Preparation Worksheet 

Use this worksheet every time you prepare an important message. Structure creates clarity. Clarity creates confidence. 

CONTEXT — Know Your Situation 

Audience: ___________________ Situation: ____________________ Time Limit: ___________________ 

What does your audience care about most? ________________________________________________ 
 

STEP 1: Anchor Your ONE Main Message 

Ask yourself: "If my audience remembers only ONE thing, what must it be?" 

My ONE main message is: 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 
 

STEP 2: Build Your Three Supporting Pillars 

Select your structure (circle one): 

☐ Problem → Solution → Action  (Recommendations) ☐ What → So What → Now What  (Data/Info) 

☐ Past → Present → Future  (Context/Evolution) ☐ Challenge → Approach → Result  
(Accomplishments) 

 

Write your three supporting points: 

POINT 1: 

______________________________________________________________________________________________

______________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

 

POINT 2: 

______________________________________________________________________________________________

______________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

 

POINT 3: 

______________________________________________________________________________________________

______________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 
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STEP 3: Validate with the Clarity Test 

Before you speak, confirm each point passes these tests: 

The One-Sentence Test: 

☐ Point 1 — one clear sentence? 

☐ Point 2 — one clear sentence? 

☐ Point 3 — one clear sentence? 

The Outsider Test: 

☐ No jargon or acronyms? 

☐ Someone outside my dept would understand? 

☐ Clear action or takeaway? 
 

 

FINAL DRAFT: Write Your Opening Statement 

Combine your main message and three points into a confident opening (practice saying this aloud): 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

 

💡 Remember: Structure creates clarity. Clarity creates confidence. Confidence 
gets results. 

 


