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COMMUNICATION PLAN

A communication plan describes what an

organization wants to accomplish with the
information it sends out. It lists objectives,
the tools used to produce communications

and intended recipients. The plan describes
what information will be shared and how it

will be distributed. The plan also identifies
the people responsible for building and
managing information, when it should be
communicated and where records should be
stored.
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Content

© Communication includes print publications, conference and public
relation materials, legal documents and online content. Other types of E
communication include surveys, reports, speeches and other company.
documents. Marketing communication types include project newsletters,
testimonials, presentations and other promotional collateral. Typical
mechanisms used to deliver a message include posters, brochures and
websites. The communication plan usually includes a calendar to indicate
when the communication materials wil be available. In addition, the
plan defines a method to measure how well the communication worked.

Purpose

© Acommunication plan acts as proactive measure to ensure that everyone
has the right information in a timely manner. The plan describes who
produces each type of communication and how frequently it gets updated
or distributed. Prioritizing the communication needs helps the
organization identify how much time needs to be allotted to these tasks
in overall organizational planning
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Audience
The communication plan specifies the types of messagesand who
should receive them. Clear identification of the audience and its 5

needs makes writing the communication much easier. For
example, newslettersdirected at staff members should contain
details about upcoming events, provide recognition for
outstanding performance and solicit input on mission statements
and other organizational discussion points.

Delivery

Multimedia presentations, recorded training events, podcasts and
social media technology tools such as wikis, blogs and forums
ensure that participants get all the information they need, when
they need it. For time-sensitive situations, sending information
via voice, text and email alerts everyone quickly, ensures the
best decisions can be made, and that all people are informed and
involved.
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Example - Stakeholder Communication
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Audience Message (WHAT) Medium Schedule Responsible
(WHO) (How) (WHEN)

Steering Status Reports; Strategies; Issues; Meetings; Manthly Project Sponsors;

Committee Budget; Technology Requirements; Formal Paper- Project Lead;
Changes to Corporate Business Processes | Based Reports; Implementation

Demos. Team

Management | System Overview; Goals, Implementation | Meetings; As required Project Lead;

Committee; | Scope, Risk, Objectives, Timetables for | Formal Paper- Implementation

Advisory Stage'1 Ve Future Stages; Status Based Reports; Team

Committee Reports; Corporate Issues; Budget; Demos.

Technology Requirements: Strategies.
(e.9. Rollowt, User Training; Reporting,
Print); Change Management

Project Roles; Responsibiies; Progress Reports; | Meetings; Weekly (for Status | Implementation
Implementation | Issue Resolutions; Strategies Bulletin Board; | Meetings); Team Leads
Team Email; As required for (internal &
Workehops others external);
Departmental | System Overview; Phase 1 Scope Vs Emall; Through | Early Stage | Implementation
Adminitrators | Future Phases, Goals, Objectives; New | Training Mid Stage | Functional Leads;
Business Procisses, forms, Deadiines; | Sessions Fist Live Site Training
fccess, Rollout & Training Detalls; Announce Stage 11| Administrator
Changes to Job Responsibilties
End Users System Overview; Phase 1 Scope Vs Email; Maiings; | Early Stage 1 Training
Future Phases, Gaals, Objectives; New | Through Mid Stage | Administrator
Business Procasses, Forms, Deadiines; | Training Fist Live Site
Access, Rollout & Training Detalls, FAQ | Sessions. Announce Stage 11
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