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Short Form Communications Plan

Issue  

One or two sentence description of why communication plan is required.

Key Audiences 

· Bullet points identifying internal and external audiences who need to be informed.

Challenges

· Bullet points to identify what challenges/issues/problems may complicate or derail the plan’s objectives.  (Ideally, the program manager/director and Communications Advisor would refer to this section regularly, to make sure they are constantly aware of the potential pitfalls).
Action Plan

· The action plan needs to outline, in time sequence, what communications activities will take place, when, and who will be responsible for making sure they occur.
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