External Communication Plan

Creating an effective and comprehensive external communication plan involves several key
components to ensure it's simple, easy to implement, and effective. The plan outlined below
includes sections for objectives, strategies, channels, a schedule, and monitoring, complete
with tables and suggestions for graphs and images to enhance understanding and
implementation.

|. Executive Summary

* Objective: Briefly outline what the communication plan aims to achieve, focusing on
external audiences.

* Scope: Define the boundaries of the plan, including the target audience and the
duration.

Il. Communication Objectives

¢ Table 1: Objectives and Goals
e Column 1: Objective (e.g., Increase brand awareness)
e Column 2: Specific Goal (e.g., Achieve 20% more social media engagement)

lll. Target Audience

e Graph 1: Audience Demographics

* Visual representation of the audience demographics, including age, location,
interests.

IV. Key Messages

* Bullet Points: List the main points you want to communicate, tailored to your
audience’s values and needs.

V. Strategies and Tactics

* Table 2: Strategies and Corresponding Tactics
e Column 1: Strategy (e.g., Enhance online presence)
* Column 2: Tactics (e.g., Regular social media posts, SEO optimization)

VI. Channels and Tools

¢ Table 3: Channels and Tools
* Column 1: Channel (e.g., Social Media, Press Releases)
e Column 2: Tool (e.g., Twitter, PR Newswire)

VIl. Implementation Schedule



e Gantt Chart: A visual timeline detailing when each part of the plan will be executed.

VIIl. Budget

* Table 4: Budget Overview
e Column 1: Item (e.g., Social Media Advertisements)
¢ Column 2: Cost (e.g., $500)

IX. Monitoring and Evaluation

¢ Graph 2: KPI Tracking Chart
* Track key performance indicators over time to measure success.

X. Risk Management

* Table 5: Potential Risks and Mitigation Strategies
¢ Column 1: Risk (e.g., Negative Publicity)
e Column 2: Mitigation Strategy (e.g., Crisis Communication Plan)

XI. Appendix

* Images: Include any additional images, infographics, or charts that provide further
insight or clarification.

XIl. Contact Information

e List: Include contact details for the team members responsible for each part of the
plan.

Best Practices:

* Clarity: Keep language simple and jargon-free.

» Consistency: Ensure all messages are consistent with your brand voice.

* Flexibility: Be prepared to adapt the plan as circumstances change.

» Feedback Loop: Establish a system for gathering and incorporating feedback.

By following this structure and utilizing the tables, graphs, and images suggested, you can
create a comprehensive and ready-to-implement external communication plan tailored to
your organization’s needs. Remember to review and update the plan regularly to ensure it
remains effective and relevant



