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Key Outcomes
What is the communication plan trying to achieve? Is it aiming to simply create awareness, or is it a call to action? Consider what you want your target audiences to think, feel and do as a result of the communication.

·  MACROBUTTON  AcceptAllChangesInDoc (Insert a brief description of what the communications plan is aiming to achieve)
·  MACROBUTTON  AcceptAllChangesInDoc (Insert a brief description of what the communications plan is aiming to achieve)
Target Audiences
Who does the project affect, and who needs to know about the project and/or take action?

·  MACROBUTTON  AcceptAllChangesInDoc (List the main target audience groups that are affected by the project)
·  MACROBUTTON  AcceptAllChangesInDoc (List the main target audience groups that are affected by the project)
Stakeholders
Which individuals or groups have an interest in the project? Consider those who may need to respond to queries from the target audience (e.g. Student Centrals, Contact Service Centre, IT Service Desk).
·  MACROBUTTON  AcceptAllChangesInDoc (List the key stakeholders who have an interest in the project)
·  MACROBUTTON  AcceptAllChangesInDoc (List the key stakeholders who have an interest in the project)
Key Messages:
Outline the specific messages you wish to share with your target audience – what do you want them to take away from your project? Consider what will change as a result of the project, who will be affected and how, what are the benefits, when it will change, and where your targeted audiences can find more information. These messages will be used to develop your communication material (e.g. emails, E-updates, announcements, website content).

1.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
2.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
3.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
4.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
5.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
6.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
7.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
8.  MACROBUTTON  AcceptAllChangesInDoc (Insert key message)
Communication Activity Matrix
This matrix will show, at a glance, the communication channels you plan to use for each audience group. Insert the names of each communication channel in the left column, and your main audience groups in the top row. Add or remove rows or columns as necessary. Use a cross or tick to indicate which channel(s) will be used to communicate with each audience group.
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Communication Activity Schedule
This schedule will help you plan each of your communication activities and assign responsibilities and timings. For each communication activity, outline the purpose (e.g. Create staff awareness), communication channel to be used (e.g. E-update), audience group (e.g. All staff), staff member responsible, and the timing. Add or remove rows as necessary.
	Purpose
	Channel
	Audience
	Responsibility
	Timing
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