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Communication Plan Checklist for Change Management

This checklist is designed to be simple, comprehensive, and ready for implementation,
assisting in managing change effectively through strategic communication.

Section 1: Planning

Element

Define Objectives

Identify Stakeholders

Develop Key Messages

Section 2: Execution

Description

Clearly state what the
change aims to achieve
and how communication

supports this.

Determine who will be
affected by the change
and who needs to be
informed.

Create clear, concise
messages that convey
the purpose and benefits
of the change.

Action Steps

— List objectives.<br>-
Align with change goals.

— List stakeholders.<br>-
Categorize by impact

level.

- Draft messages.<br>-
Ensure alignment with
objectives.



Element

Select Channels

Plan Activities

Assign Responsibilities

Element

Implement and Monitor

Feedback and Adaptation

Description

Choose the most
effective ways to
communicate (e.g., email,
meetings, social media).

QOutline specific
communication activities

and materials needed.

Allocate tasks to team
members.

Section 3: Monitoring and Adjustment

Description

Put the plan into action
and monitor its progress.

Gather feedback and
make necessary
adjustments.

Section 4: Evaluation and Reporting

Action Steps

- |dentify available
channels.<br>- Match
channels with
stakeholder preferences.

— Create a timeline of
activities.<br>- Prepare
materials.

— Define roles.<br>-

Assign tasks based on
skills.

Action Steps

— Launch activities.<br>-

Regularly check progress.

— Collect feedback.<br>-

Modify plan as needed.



Element

Measure Effectiveness

Report Findings

Description

Assess the impact of the
communication efforts.

Document and share the
outcomes with key
stakeholders.

Section 5: Continual Improvement

Element

Review and Learn

Update Plan

Description

Reflect on what worked
and what didn't.

Revise the
communication plan for
future change initiatives
based on insights.

Action Steps

- Use pre-defined
metrics.<br>- Analyze

results.

- Prepare a
comprehensive report.
<br>- Share insights and
learnings.

Action Steps

- Hold a review meeting.
<br>- Document

learnings.

— Amend the plan.<br>-
Incorporate new

strategies.

This checklist is structured to ensure clarity and ease of use, aiding organizations in
managing change through effective communication. It's adaptable to various organizational

contexts and change scenarios



