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Communication Plan Template

1. Executive Summary

e Purpose of the Plan: Briefly describe the main objectives and the overall purpose
of this communication strategy.

2. Communication Objectives

e Specific Goals: Define clear and measurable communication goals that align with
the broader project or business objectives.

3. Key Messages

e Main Messages: List the main points that need to be consistently communicated
to each target audience.

e Supporting Information: Provide additional details that support the key
messages.

4. Stakeholder Analysis

e |dentification of Stakeholders: List all stakeholders involved or affected by the
project.

e Needs and Interests: Describe what each stakeholder group needs to know and
their interests in the project.

5. Communication Channels

e Channel Selection: Identify which communication channels (e.g., email, meetings,
social media, newsletters) are most appropriate for each stakeholder group.
e Rationale: Explain why each channel is suitable for the intended audience.

6. Communication Activities

e Activity Schedule: Detail the specific activities that will be conducted to
communicate with stakeholders.

e Timeline: Provide a timeline for each communication activity, specifying when
each message will be delivered.

7. Responsibilities

e Communication Team: Identify the team responsible for executing the
communication plan.
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e Roles and Responsibilities: Clearly define who is responsible for each
communication task.

8. Resources

e Budget: Outline the budget allocated for communication activities.
e Tools and Technologies: Specify any tools or technologies needed to support the
communication efforts.

9. Monitoring and Evaluation

e Metrics: Define how the effectiveness of the communication efforts will be
measured.

e Feedback Mechanisms: Describe how feedback will be collected from
stakeholders and incorporated into the project.

10. Review and Adaptation

e Review Schedule: Set dates for reviewing the effectiveness of the communication
plan.

e Adjustments: Detail the process for making necessary adjustments based on
feedback and evaluation results.

11. Appendix

e Supporting Documents: Include any additional documents or resources that
support the communication plan.

Usage Instructions:

e Tailor the Plan: Customize the template to fit the specific needs of your project or
organization.

e Engage Stakeholders: Involve key stakeholders in the planning process to ensure
their needs and preferences are considered.

e Keep it Dynamic: Regularly update the communication plan as the project evolves
and new information becomes available.



