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Text shown in blue is intended as a guide; when you are ready to develop plan, delete text and enter your information. 
SITUATION ANALYSIS & 

PAST COMMUNICATIONS 
COMMUNICATION 

OBJECTIVES 
KEY MESSAGES AUDIENCES OVERARCHING 

STRATEGY  
OR GUIDING PRINCIPLE 

EVALUATION/ 
MEASUREMENT 

TACTICS/TIMING 

What has led to the need for 
the current project and this 
communication plan? 
 
Specify basic information 
about the need for a 
communication plan, including 
any information about past 
communications, their 
effectiveness, and how they 
were perceived. 
 
If something is changing – 
explain why, what and when. 
 
Include pertinent information 
about potential areas of 
resistance or special needs 
that any communications 
should address. 
 
Include an assessment of the 
audience’s readiness to accept 
the subject being presented – 
especially if it involves change 
– including their current level 
of awareness, desire, 
knowledge, ability, wants and 
needs. This assessment will 
help define the objectives for 
each audience. 

What is the intended effect 
of the communication on the 
targeted audiences? What 
do you want them to know, 
feel, perceive, understand or 
do in relation to the 
communication being 
presented? 
 
Good objectives express 
outcomes linked to the overall 
success of the project itself 
and are measurable (SMART 
goals). 
 
Define the desired results of 
your communication efforts. 
 
One way to frame each 
objective is by completing the 
sentence: 
 
After our Communication Plan 
is implemented… 
 
Examples: 
…Operations leaders will 
champion our new process 
and require its implementation 
among their direct reports. 
 
…Employees will be aware 
there is a new process in place 

and will adopt its 
implementation. 
 
A measurable objective 
(metric) that matches these 
statements might be “100% of 
supervisor teams will use the 
new process going forward.” 

Key Messages are the 
“WHYs” and “WHATs” of 
the communication. 
 
WHY messages are 
compelling messages in 
support of the communication 
objectives. They may address 
awareness and desire and are 
important to successful 
communication. They often 
link to HR’s overall strategy, a 
business need or objective, 
our values, or other important 
factor. 
 
WHAT messages are key 
facts and information the 
audience needs to know to 
respond, take action, or 
understand the subject. They 
address awareness and 
knowledge and are the 
specifics of what will happen 
or change, when, how, and 
define the actions the 
audience may need to take. 
 
List the messages that will be 
key to the communication and 
repeated through the 
implementation of the plan. 

Who needs to receive the 
messages? 
 
Consider both stakeholders 
who will support, communicate 
and champion the subject of 
the communications, and 
those who will be end users or 
recipients. 
 
List the primary and distinct 
audiences to be reached. If 
there are secondary 
audiences, list them as such. 
 
Some examples of audiences 
include: 
 

• Managers 

• Employees 

• Business Leaders 
 
Drill down into specifics on 
these audiences. Are there 
subsets to call out? Also 
consider the various cultures 
your audiences represent:  Are 
there language issues? Are 
they subject to contradictory 
messages from competitors? 

Add information about the 
high-level strategy to be 
employed in this 
communication plan. 
 
Describe how you will leverage 
the use of existing 
communication channels or 
activities; for example, “we will 
use the myHR portal as a 
primary source of information.” 
 
Or define a guiding principle 
that will be followed 
concerning all 
communications; e.g. “We will 
communicate changes that 
directly affect a particular 
group of employees to that 
group first.” 
 
Another example of a high-
level strategy is “We will use 
an executive sponsor to 
champion the project and lead 
communication efforts.” 
 
Strategy can also be 
developed to reinforce 
adoption and sustain a change 
in the organization or a new 
process or service.  An 
example of this strategy might 
be “Managers will use the 
rewards program to formally 
recognize employees who 
implement [the change or 
program] to reinforce its 
continued implementation.” 

Define how you will measure 
the success of the 
communications in meeting 
the objectives. 
 
For example, a year-on-year 
percentage improvement in 
employee survey results on a 
specific dimension, a 
measurable and sustained 
drop in undesirable behavior, 
etc. 
 
Include any reporting needs. 
Will you need to create a new 
dashboard? Do you need to 
loop in the data and analytics 
team for assistance? 

How will Key Messages and 
other information about the 
subject of your plan be 
communicated? 
 
** STOP! COMPLETE THIS 
SECTION LAST! 
 
List the specific tactics or 
actions that will be 
implemented to execute this 
plan.  
 
Leverage existing 
communication channels 
where possible. Remember 
that often messages should be 
communicated using more 
than one channel, depending 
on timing and your ability to 
reach your intended 
audiences.   
 
 
 
 

 


