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Communications Audit Worksheet
Please assess your organization using the following communications audit checklist. Feel free to add any comments and remember that there are no right answers. 

	Item
	Do not have
	Have, but could be improved
	Have, and it’s adequate
	Comments

	Communications processes

	A strategic communications plan
	
	
	
	

	A mission and vision statement that is communicated regularly internally and externally
	
	
	
	

	Organizational values that are communicated regularly internally and externally
	
	
	
	

	A crisis communications plan that is reviewed and updated regularly
	
	
	
	

	A person dedicated to communications
	
	
	
	

	Centralized information management system
	
	
	
	

	Defined stakeholders and a process in place to communicate with them
	
	
	
	

	Development of a brand for the organization 
	
	
	
	

	Brand management plan
	
	
	
	

	Approval process for external communications
	
	
	
	

	Internal communications policy that governs and coordinates how the organization communicates
	
	
	
	

	Communications framework to guide communications activities for projects
	
	
	
	

	Other 


	
	
	
	

	Other 


	
	
	
	

	Other 


	
	
	
	

	Media relations processes

	A media relations plan
	
	
	
	

	Policy/guidelines for media relations
	
	
	
	

	Regular media training of key spokespeople
	
	
	
	

	An identified spokesperson
	
	
	
	

	A process in place to issue media releases
	
	
	
	

	Identification of key organizational messages that are delivered in all communications
	
	
	
	

	A process to deal with issues when they arise from a media management perspective (see crisis communications plan)
	
	
	
	

	Other 


	
	
	
	

	Other 


	
	
	
	

	Other 


	
	
	
	

	Website management

	A current website that is user centered not organizational focused
	
	
	
	

	Social media strategy 
	
	
	
	

	Have capacity to continually monitor and update the website
	
	
	
	

	Do a regular analysis of visits, content, and current trends
	
	
	
	

	Have your organization’s mission, vision, and values statement
	
	
	
	

	Other
	
	
	
	

	Other
	
	
	
	

	Other
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