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_____________________________________________________________________

Background

The background to your communication.
Communication Objectives

· What is this going to achieve?

· How will you measure it?

Communication Approach

· Will it be informative?

· Will it be positive/negative/apologetic etc?

· Will it be friendly/authoritative?

Audience 

· Core audience?

· Auxiliary audience?

Communication Statement

The full text of your communication

Communication Plan 

	Message Objective
	Audience
	Method/channel
	Owner
	Suggested

Timing

	
	
	
	
	


Dependencies

· What needs to happen for this communication to take place?
Threats/Contingencies

· What could happen as a result of this communication and what would you do about it?
Notes

