Communication Planning/Key Strategies Worksheet

Purpose of the Worksheet: The purpose of the communication planning worksheet is to identify key stakeholder groups, messages, timelines and communication channels for the dissemination of essential information.

Communication Purpose:  The purpose of the communication plan is to identify key stakeholder groups, messages, timelines and communication channels for the dissemination of essential information regarding… [fill in the purpose here]





[bookmark: _17dp8vu]Objectives:  The communication objectives can be organized in three phases: short-term, intermediate-term and long-term. Be sure the objectives are SMART (specific, measurable, achievable, realistic, and timebound). The intent of the communication plan activities through these time frames is as follows:
[bookmark: _3rdcrjn]
Short-term objectives (next 6 months)
· Objective 1
· Objective 2
[bookmark: _26in1rg]Intermediate term (7-18 months)
· Objective 1
· Objective 2
[bookmark: _lnxbz9]Long-term (19-36 months)
· Objective 1
· Objective 2

[bookmark: _b4tpvkdezsaf]Key Strategies: Communication strategies are assigned based on the key stakeholders’ current awareness and the potential role they will play in the project.  Sample strategies include:
1. [bookmark: _44sinio]Raise awareness
2. [bookmark: _2jxsxqh]Educate/train
3. [bookmark: _z337ya]Seek input
4. [bookmark: _3j2qqm3]Update leadership
5. Additional strategies as needed

	Stakeholder Group
	Communication Strategy

	Input your key stakeholder groups here
	Strategies (awareness, educate, seek input, update leadership)

	
	

	
	



Key Messages:  Develop key messages to disseminate essential information about the project to the appropriate stakeholder groups. It is helpful to have a set of core messages that are repeated to all stakeholders and more tailored messages for specific audiences. Consider modifying your messages as feedback is received throughout the process.
Core Messages:
· Develop your core messages here…
· …
· …

Tailored Messages (by stakeholder groups)

	Stakeholder Group
	 Communication Strategy
	Message

	Input your key stakeholder groups here
	Strategy (awareness, educate, seek input, update leadership)
	Tailored message specific to the stakeholder and strategy.  Keep in mind the same stakeholder group may have multiple strategies and multiple messages…

	
	
	

	
	
	



Media Channels:  Key messages will be delivered through available or planned channels of communication that may include:
· Email/fax
· Fact sheet
· Meeting 
· Conference
· Newsletter
· Online training
· Onsite training
· Social media
· Video
· Webinar
Determine which channel best fits the stakeholder group, strategy, and message at the time of delivery.

