Simple Business Communication Plan

To enhance internal and external communication, ensuring clear, consistent, and effective

message delivery across all business channels.

Communication Strategy Table

Element

Internal Communication

External Communication

Crisis Communication

Feedback Mechanism

Description

Foster a collaborative

work environment

Strengthen brand image
and customer relations

Manage and mitigate
crises effectively

Gather and analyze
feedback from employees
and customers

Implementation Timeline Graph

Tools/Channels

Email, Internal
Newsletters, Intranet,
Meetings

Social Media, Press
Releases, Company
Website, Customer
Service

Press Statements, Social
Media, Internal Briefings

Surveys, Suggestion
Boxes, Customer
Reviews, Employee
Meetings

. Q1: Establish communication team; Develop internal and external communication

strategies.

. Q2: Implement internal communication tools; Launch external communication

campaigns.

. Q3: Introduce crisis communication protocols; Start feedback collection systems.

. Q4: Review and adjust strategies based on feedback; Plan for next year’s

communication goals.



Key Performance Indicators (KPIs)

Employee engagement rates
Customer satisfaction scores

Response time to crises

Feedback response rates
Roles and Responsibilities

 Communication Director: Oversees all communication strategies and team members.

« Internal Communication Manager: Manages internal communication channels and
employee engagement.

e External Communication Manager: Handles public relations, social media, and
customer communications.

e Crisis Communication Officer: Prepares for and responds to crisis situations.
¢ Feedback Analyst: Collects and analyzes feedback from various sources.

Budget Allocation

Allocate resources for communication tools, training, and campaigns. Regularly review and
adjust the budget as per the needs.

Review and Adaptation Plan

Regularly review the effectiveness of communication strategies and adapt as necessary.
Plan for annual updates to the strategy



