Communications Planning - Internal Communications Team
What is the purpose of the communication?
Why are you communicating, what are you trying to achieve?



Is this regular or ad hoc?
Will this be a one –off? 


Who is communicating?
The individual / unit, their role, the person writing the comms, the person who will receive any reaction/response


Who is the target of the communication? 
Small group (named individuals), large but defined group, all staff, all students, the world


What is the topic?
The details of the message, any background / cross reference to other comms



What response is required?
Is a reply expected, is there another type of response needed (reply to another, sign up etc), is there a deadline?


Is this time sensitive information?
Is the information embargoed?


[bookmark: _GoBack]Communication method(s)?
What communication you have done previously, what is planned, what do you want to do? See over for full plan template. 
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