 (
Communications planning template
)

1. Overview / Context analysis (no longer than ½ a page)
The purpose is to understand and determine the key communication drivers that will/are influencing the audience. Include details on the stakeholder context, the internal context and the external context e.g. SWOT


Objectives
1.1. Overarching Objectives (be SMART no more than one or two objectives)


1.2. Communications Objectives (be SMART no more than three objectives)
Most likely to include the following: awareness levels, perception, comprehension, attitudes, positioning.


2. Audience/s (no longer than one page) 
Data about target audiences: e.g. their needs, perceptions, motivation, beliefs, demographics, messaging barriers, attitudes & decision making characteristics 


3. Communications strategy 
What is the role for communications? Differentiation, reinforcing messages, informing about new products, persuasion?


4. Messaging (no more than three messages per audience)
Messages should be overarching and specific to your audience segment. Benefits, proof points, & USPs.


5. Positioning 
How will you position the service/product? Identify areas for differentiation.


6. Channel Selection & rationale 
What & why, what evidence to you have that the audience will be receptive to this channel/approach? Include channel selection for each audience. 

7. Timings (displayed as a Gantt chart)
How will the message and channel timings integrate to achieve maximum results, for example: should there be a big burst of awareness activity followed by a drip response strategy? Key dates and activity table.


8. Budget 
Money & resources required.


9. Control & Evaluation 
How will you know if you have met your objectives? E.g. responses, awareness, behaviour change.

10. Risks 
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