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This document outline provides guidelines on the typical contents that should be included in a communications plan. Communications plans are prepared for a whole host of different reasons. This document covers the standard contents that should be included in a communications plan concerning a new project or the launch of a new service.
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Detail to be included in each section
Introduction

The introduction should describe the purpose of the document and the business context relating to the communications plan – whether, for example, it is to promote the launch of a new service, a new project initiative or an organisational change.
Background
This section should highlight the scope of the communications plan related to the business context, and its objectives.
Stakeholder map

A stakeholder map showing all the different groupings of stakeholders and the names and roles of stakeholders, (if feasible), should be produced in order that there is absolute clarity about the audiences that are to receive the communications.

Audience needs
This section should detail the needs of each stakeholder group, (audience), i.e. what they will want to hear about. For example if a new service is being introduced to the public, staff will want to understand any changes to their roles, and the public will want details of how and where to obtain the service.
Key messages per audience

This section should highlight the key messages that each audience group should receive, the documents to be produced and the information to be included in each document, together with the objectives of each message.
Benefits of the communications plan

The benefits of the communications plan should be outlined in order to ensure that communication is given the high priority that it deserves. Such benefits could include the management of expectations, the advantages of being proactive and the ability to promote a positive message about the change being communicated.

Risks
Any risks related to the communications plan should be highlighted, actions to mitigate them proposed, and responsibilities for these actions should be assigned.

Proposed communication methods and tools
This section should highlight the proposed communication methods and tools for each message. This should embrace a range of different methods and tools including, for example: briefings, presentations, workshops, training events, team meetings, one to ones, publications, regular bulletins, e-mails, internet or intranet.
Communications plan
A plan, with dates, should be produced, showing the audiences, key messages, objectives, communication methods, owners and frequency of communication.

Method of recording and monitoring

It is very important that once a communications plan has been produced and accepted, it is monitored on a regular basis. All communications should be monitored and recorded and review points should be set to ensure that the key messages are hitting home.
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