Communication Plan Guidance
Good communications will make a significant contribution to delivery of a successful project.  Successful communication is about sharing the right information, at the right time with the right audience.  You should prepare a communication plan to help you to structure your approach and ensure the project communications are effective and reach the right people.

What you need to do:

The basis of your communication plan will be the Stakeholder Analysis you have carried out as part of the Project Business Planning process.  

1. From the Stakeholder Analysis identify common messages that need to be communicated and make a list of who those messages need to be delivered to.  Consider the best method of communication to use.  Don’t forget that communication is a two way process, you may need to plan for formal consultations and facilitate open channels of communication for feedback from stakeholders.
2. Ensure you nominate an individual who will take responsibility for each communication.

3. From your list you will need to plan the timing of communications, it may not be possible to be accurate with dates so it may be useful to plan the timing according to Key Milestones or achievements in the project.
4. You should also include the formal reporting process in your communication plan, what information needs to be presented to the Project Board/ External Funders/ Members or any other body you are required to report progress to, and when does will the information be required?
A template has been provided in Appendix 1 that you can use as a guide to completing your communication plan.
Appendix 1 – Communication Plan Template

	Key Message or Formal Report
	Who needs to Know? 
	What is the best way to let them know?

E.g. Press release, marketing campaign, formal meeting, formal reports, email, letter…
	When do they need to know?

This may be a date or a particular point in the project
	Is this a two way communication?

How will the communication be facilitated 

(E.g. Open meeting, helpline/ email)
	Is there anything particular that needs to be considered? 

For example a history of interaction that may influence the outcome of the communication, level of influence of the stakeholder group?
	Who is the nominated individual responsible for making this communication happen?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


