	Communications Strategy worksheet

	Use this worksheet to help define what is important to communicate about your product, service, or event and to create a strategy and action plan for the communication.

	client NAME:
	Date: 

	PROJECT NAME: 

	SITUATION/BACKGROUND (Is there REALLY a communication need or opportunity?)


	

	

	

	

	

	

	

	                                                                                                  Are you sure this is a communications issue?  YES or NO

	                                                                                               Will communications really solve this problem?  YES or NO

	WHAT DO YOU WANT TO ACCOMPLISH?

	

	

	

	

	

	What is the desired reaction?

	

	Behavioral 

	

	

	

	

	How will you measure success?

	

	Qualitatively?

	

	Quantitatively?

	

	

	

	What is your plan for measuring results?

	

	

	IDENTIFY THE TARGET AUDIENCE(S)

	Primary Target: (think about all of the different audiences you serve – create the list)

	

	

	

	

	

	

	

	

	

	WHAT IS THE KEY MESSAGE? (What is the one thing, your “take away” thought?)

	              

	

	

	

	

	What is the TONE of the communication?  (Formal, casual, festive, etc.)

	

	

	

	

	what communications vehicle(s) makes the most sense?

	(Event, letter, advertisement, news story, press release, website, etc.)

	

	

	

	

	

	

	

	WHO ELSE NEEDS TO BE INVOLVED? (Staff, board of directors, sales team, key customers, key influencers?)

	

	

	

	

	

	IS THERE A BUDGET FOR THIS PROJECT?

	

	

	DO WE HAVE OTHER RESOURCES? (In-kind, volunteer, staff, etc.)

	

	

	WHAT ARE OUR NEXT STEPS? (Who does what? By when? – Create a Project Punch List and Timeline)
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