Communication Plan Outline

l. Introduction

Purpose

To establish a clear, effective communication strategy for [Your Company/Organization].
This plan will guide all communication activities and streamline information flow.

Il. Objectives

1. Enhance internal and external communication.
2. Maintain consistent messaging across all platforms.
3. Improve stakeholder engagement.

lll. Target Audience

1. Internal: Employees, Management, Stakeholders.
2. External: Clients, Media, Public.

IV. Key Messages

1. Main message about the company’s mission and values.
2. Specific messages tailored to different audience segments.

V. Communication Channels

Internal Channels

1. Email

2. Intranet

3. Meetings
4, Newsletters

External Channels

1. Website

2. Social Media

3. Press Releases
4. Advertisements

VI. Communication Tactics



Audience Channel
Employees Email
Management Meetings
Clients Social Media

VII. Responsibilities

Role
Communication Director
PR Manager

HR Manager

VIIl. Timeline

Frequency Content Type
Weekly Updates
Maonthly Reports
Daily Promotions

Responsibility

Overall Plan Management

External Communication

Internal Communication

1. Quarter 1: Develop and implement internal communication strategies.
2. Quarter 2: Enhance external communication through digital channels.

3. Quarter 3: Evaluate and adjust strategies.

4. Quarter 4: Plan for next year's communication strategy.

IX. Budget

« Allocation for digital tools, marketing, and staff training.

X. Evaluation and Adjustment

¢ Regular analysis of communication effectiveness.

¢ Adjustments based on feedback and data.

e Commitment to ongoing improvement in communication.



