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Communications Plan Worksheet
STEP 1: Pick your topic __________________________________________________________________________________________________________________________________________________________________________________________________________________
STEP 2: Set your goals (Describe what you are hoping to achieve; consider the steps required to get you there; consider who needs to know what, by when, and how)
__________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
STEP 3: Determine your audience (who are you targeting, do they need different messaging, how should they receive your communication)
__________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________
STEP 4: Develop your key messages (What do you want them to know; tell them a compelling story; what do they already know; why would they care?)
__________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________
STEP 5: Develop your strategy 
Theme: 

____________________________________________________________________________________________________________________________________________
Tactics: (print, public relations, press conference, workshops, etc.)

__________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________
Budget:

__________________________________________________________________________________________________________________________________________________________________________________________________________________
Timelines:

____________________________________________________________________________________________________________________________________________
STEP 6: Evaluate your impact (Consider what you do, feedback from stakeholders, lessons learned, future enhancements, reflective of values)
__________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________
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