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COMMUNICATION PLAN TEMPLATE 

PROJECT NAME:                                                             		REQUESTED BY: 

BRIEF PROJECT DESCRIPTION

Example:
· Communicate our new sustainability strategy “Vision 2030” to employees

LANDSCAPE/MOTIVATION

Example:
· Based on employee feedback in our last sustainability pulse survey, employees don’t feel fully informed about our sustainability efforts and don’t have enough content to share with interested customers.

AUDIENCE

Example:
· Employees

OBJECTIVES/GOALS

Example:
· Internal knowledge-sharing/capacity-building 

COMMUNICATION STRATEGY/APPROACH

Example
Internal
· Initial communication from leadership/champion
· Video or townhall meeting
· Internal communications tools
· Intranet
· Internal social channels
· Digital signage
· Employee newsletter
· New Hire Orientation
· Prepare slide with sustainability strategy and targets and insert into new hire deck
External
· Talent Acquisition
· Develop language to share with applicants on career page
KEY PARTNERS

Example:
· Communications
· Marketing 
· Executive champion
· Recruiter

MESSAGES

Example:
· Sustainability is a core value/business imperative/moral imperative/customer priority
· Company commitment to transparency about sustainability strategy


BUDGET

Calculate the costs associated with your plan. This typically excludes intangible costs, like time investment, but does include cost of materials, agency services, etc.

ATTACHMENTS, JOB AIDS, RESOURCES

Examples:
· Strategy and targets slide deck 
· Infographic
· Hashtag

TACTICS/DELIVERABLES

	Pub. Date
	Channel 
	Action/Message
	Audience
	Copy due
	Owner
	Approval/
Signature
	Comments

	 
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



EVALUATION/MEASUREMENT		

Examples:
· Improved response in follow-up pulse survey
· Employee feedback (sentiment and number of comments)
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