Developing a Communications Plan

1. Use your stakeholder analysis to determine how/when groups are impacted.
People can belong to more than one stakeholder group


2. Assess each group’s communication needs and timing


3. Assess normal communication method for each group, e.g., E-mail, regular meetings, newsletters, etc.
What is the schedule for any regular communications in place?
 

4. Lay out the communication plan:

· Purpose of the message (PURPOSE)
· Who is responsible for sending the message (SENDER)
· What is the message being communicated (MESSAGE)
· When the message needs to be communicated (TIMING)
· Where the message is going (RECEIVER)
· How the message is going to be sent (CHANNEL)
(Consider multiple channels)
· How feedback is going to be received (FEEDBACK)

5. Assess length of time needed for communication preparation, assign resources, and add to work plan


6. Monitor effectiveness of communication through feedback and observations


7. [bookmark: _GoBack]Adjust the plan as necessary
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Communications Plan
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