

Project Summary:

<Insert a short description of the project or issue.>

Goal:

<What are you trying to do?>

Audiences:

<Who is the intended audience or recipients of the finished project?  Examples:  Public, Staff, Supervisors, Leadership, Outside Stakeholders, Elected Officials>
Key Messages That Need to be Conveyed:

<Insert a brief listing of the messages that need to be delivered to the audience.>

Benchmarks of Success:

<List your standards of measurement or evaluation. >
Communication Activities:

Timeline for Tasks:

<Identify the tasks required to implement the communication activities.>
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Means of Delivering the Messages and Identify Responsible Sender:

<Identify the methods to be used.  Examples:  memo, newsletter, staff meetings, letter, individual meetings, phone calls.>
How will you know the message has been received and is effective?

<Describe displayed beneficial consequences.>

Important Notes or Messages:

<Use this space to communicate any additional messages.>
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