Communications Plan Template


Communications Plan

Most projects require a significant amount of communication in order to succeed.  The project manager and project team should meet weekly, and the project sponsor will review project status at regular intervals.  The project team will need to communicate with key stakeholders and other customers of the project’s deliverables.  Many projects result in new policies and procedures along with the associated training.  The Project Manager should use a clearly defined Communications Plan to ensure that all project stakeholders and customers receive the proper information at the right time to ensure the project’s success.  The Communication Plan Template should be used by the project manager and project team to ensure all necessary communications are carefully thought through and carried out.  Table 1 is a template for such a Communications Plan.  Described below are the column headings and the content for the plan.

Audience: 
Include in this column all of the audiences that should be communicated with as regards the project.  This does not include the project team itself, nor does it include the project sponsor(s) or steering committee(s).  Rather, it should include any individual or group of individuals that require information about the project that would not otherwise receive such information by participation in the project activities.

Key Message: 
Include in this column for each named Audience the key points of the message they are to receive.  The Key Message should be crafted in such a way as to achieve the Desired Outcome.
Desired Outcome: 
Include in this column the outcome that is desired from delivering the Key Message to the Audience.  Desired Outcomes might include such things as support for the project, awareness of an upcoming change in process or procedure that is brought about by the project or participation in an event to be conducted by the project.  

Date to Issue the Communication: Include in this column the date or date range that the Key Message is to be delivered to this Audience.  Thought should be given to the timing of the delivery of the Key Message so that the Desired Outcome is achieved.

Method of Delivery: Include in this column the delivery method. Type of delivery might include email, newsletter, website posting, hard-copy letter, news media (radio, TV, newspaper), etc.  The level of sophistication of the Audience and their access to technology should be considered when determining the delivery method.

Person Responsible for the Communication: Include in this column the person that is responsible for delivering the Key Message to the Audience on the pre-determined date.  This person is responsible for ensuring that the Key Message is crafted, delivered, and received by the Audience in such a way as to meet the Desired Outcome.

Table 1. Communications Plan Template

	Audience
	Key Message
	Desired Outcome
	Date to Issue Communication
	Method of Communication
	Person Responsible for the Communication
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