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Comms plan checklist

Communications planning for busy managers.
Have you covered all your bases?

Background information
Have you listed
everything you know
about this project/issue?
What's happened in the
past? Learnings? Political
sensitivities?

Objectives

What are your
communications
objectives and what are
you trying to achieve?

Audiences

Who needs to know?
Don't forget your
internal audiences as
well as external ones.

Strategy

How will you get your
message across? What
tools and tactics will
you use (signboards,
letters, social media
etc).

Action plan

When, what and who.
Keep it simple but make
sure you capture
everything.

02

04

06

08

10

Risks and issues

What could go wrong
and what can you do to
minimise this? Look at
the risks to reputation
and how you'll manage
them.

Measuring effectiveness
What does success look
like? How will you know
when you've met your
objectives?

Key messages

What do they need to
know? What are the
three key messages?
You might need
different messages for
different audiences.

Resources

Do you have a realistic
budget and enough
people to do the work?
If not, prioritise what
you can do.

Do it!

The planis only as good
as the implementation
that follows. Make sure
everyone is on board
and make it happen.

Need more info? Check out our 9-step comms plan.
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