
Communications Planning Worksheet

Event or project  ____________________________________________________  Date ________________________________________________

Goal ____________________________________________________________________________________________________________________

Key message   ____________________________________________________________________________________________________________

Key audiences

1. _________________________________________________	 4. _________________________________________________

2.  _________________________________________________	 5. _________________________________________________

3.  _________________________________________________	 6. _________________________________________________
	

Objective:	 How will we measure it?	 	 	 	

1.	 _____________________________________________________	 _____________________________________________________

2.	 _____________________________________________________	 _____________________________________________________

3.	 _____________________________________________________	 _____________________________________________________

4.	 _____________________________________________________	 _____________________________________________________

Communications resources

1. _________________________________________________	 5. _________________________________________________

2.  _________________________________________________	 6. _________________________________________________

3.  _________________________________________________	 7. _________________________________________________

4.  _________________________________________________	 8. _________________________________________________



   Event ___________________________                                Planning Worksheet                                      Date ______________________________

           area	                                  tactic/task	                                   responsible	          completion date	         ü	                               notes


