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G e o r g e  B e r n a r d  S h a w

The single 

biggest problem 

with 

communication

is the

Illusion
that it has taken 

place 

Illusion of Communication
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What Communication 
Plans Do
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How to Create One

Tools  and Examples

Tips for Message Content

Objectives



Favorable Outcome

Without clear communication team may 
fail to meet key requirements of the 

project.  Plan provides the information 
they need with regular check in intervals 

to stay on track.

Increase Productivity

Team members who know what is 
expected of them and are in the loop 

are able to know what to do, when to do 
it.

Provide Consistency

A solid plan increases consistency and 
increases communication with one 

another.

Set Expectations

Set the standard for how and when 
communication takes place and sets 

the tone.

What Communication Plans 
Do
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Communication Cartoon
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Create Plan

Review and Approve 

Publish Plan

Analyze

Gather Information. 

How to Create a Communication Plan



01 Gather Information



Sender

What

How

When/How Often

Same Page
Create a successful 

Communication Plan that will 
help your team get on the same 

page

Who

Communication Plan Steps



EXTERNALINTERNAL

Who is your Audience?



Audience

Who

• Who are the Team Members? Stakeholders ? Sponsors?
• Who are the external audiences?
• Who are the internal audiences?
• Who needs to know details and who needs high level?
• Who will this affect and in what way?
• What are their needs and goals?

Define their Role
• Who will approve messages sent to external audiences?
• Who will send communications?
• Who is responsible for each audience?
• What are they interested in?
• Will they help train, support, or sway opinion of the project?

• Project Team
• Committees
• Working Group
• President’s Council
• Faculty/Staff 
• Administrators
• Functional Users
• Internal Staff
• Media
• Other key 

Stakeholders

Audience

Identify Audience for the Project



The Message



Message
• Letter
• Face-to-Face*
• Newsletter
• Conference Call
• Website
• Project Site
• Launch Event
• Status Report
• Project Update
• Training Session

What

*Prioritize opportunities for 2-way communication

• What is the key message you want to communicate to 
each audience?
• What questions do people have?
• What do we need them to understand for project 

acceptance?
• Based on Audience what do they care about?
• Content should be brief and clear
• Ask-Do I need to communicate this?
• What information is sensitive? How should it be 

handled?

Message/Deliverable

Determine Messaging type or Deliverable (varies by 
audience):



Use same format, method or 
channel with similar graphics.

Consistency

Make sure reader understands 
why the action needs to be taken 
and what is most important

Why is it Important

Congratulations with a high five 
can only be done in person

Emotions in Person

Keep it short and to the point.

Keep it Brief

Know why you are writing and 
what action you need taken

Why are you writing?

Explain how and where to give 
feedback and welcome it.

Two way communication

Make sure the receiver knows 
what benefits they can expect

Explain benefits to Receiver

Facts and numbers people need 
time to process, send them in 
writing.

Facts by email

Crafting a Message that Gets Read
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Meme: Sending follow up email to make sure you received my Initial email



Use Bullet Points and line breaks 
for space and separation.

Use Colors and Fonts for important 
MUST READ items.

Check for typos. Spell check 
doesn’t catch misused words.

Read it aloud.

Lead with the Main Point and work 
your way down to less important 
details. Remember most people 
scan.

Answer who, what, where, when, 
how and why.

Be specific and write short direct 
sentences. No Jargon.

Cut out words.  We can always say 
it with less. 

ReviewFormattingNo Nonsense Copy

Use detailed subject lines that 
explain what action is required.

Format for tablets and phones. No 
long paragraphs with vertical 
information.

Use graphics to help get point 
across with pictures. Be consistent 
with graphics.

Make it Easy to Read



A l b e r t  E i n s t e i n

If you can’t 

explain it to a 

six year old,

YOU don’t
understand it 

yourself.

If you can’t explain it to a six 
year old, you don’t 
understand it yourself



BadGood
Bad subject lines get ignored, or leaves the reader 
searching for what more information.

Good subject lines get opened and read. Providing details 
and specifics in the subject line helps the reader understand 
the context and easily respond.

Subject Lines: Good and Bad

Subject: Meeting

Subject: Report

Subject: PASS Process 
Meeting-10am Oct 2, 2018

Subject: Please send 
Planning Report by Friday 
April 9



Message: the Good and the Bad

Subject: Report

Hi Jackie,

Thanks for sending the report last week. I read it 
yesterday and feel that it needs to be organized better 
and the coloring is off.

Also, I have scheduled a meeting with the departments 
on Friday for the new scholarship project.  Let me know 
if you can make it.

Tara

Subject: Revisions for Telecom Report due Friday April 9

Hi Jackie,

Thanks for sending the report last week.

Please make the following changes by Friday:

1. Format weekly instead of monthly
2. Change the green boxes to blue.

I appreciate your hard work on this!

Tara

(Follows up with separate email invite for meeting)

BadGood



Format/Channel Determine appropriate delivery method:
• Meeting*
• Informal 

Presentation
• Formal 

Presentation
• Mail/Email
• Newsletter
• Website
• Committees and 

Council
• Instant MessagingHow

*Prioritize opportunities for 2-way communication

• What format best suites the message objective?
• How will they best consume the information?
• Are there multiple communication types for important messages?
• What existing channels do we have?  
• Are there formats that will make communication easier?

Format/Channel



Project Communication Rollout Plan



Communication 
Types



Weekly Check In

Weekly meeting with working team to 
share any related work as it’s 
completed
• Agenda:

• Timeline & budget flags
• What’s been completed
• What’s in progress
• Any deliverables needing 

approval
• Questions about deliverables



Weekly Email reports

Weekly Emails sent on Monday to relay 
project timeline, budget, and milestone 
particulars
• Information Included:

• Budget Burn
• Timeline Specifics
• Links to deliverables approved
• Links to edited deliverables
• Links to anything to review
• Next steps list
• Waiting on list



Major Milestone Meetings
Meetings setup for presentation and delivery 
of major milestones

• Share(3-4 days in advance)
• Agenda for meeting
• Attendees needed for meeting
• Links or summary of deliverables being presented

• Meeting format:
• Agenda Review
• Deliverable presentation by team lead
• Questions/Discussions
• Next steps review

• Email(Immediately after meeting)
• Meeting notes to all attendees
• Next steps and waiting on lists
• Links to approved or shared deliverables for additional 

review



Daily Emails
As needed with stakeholder team:

• Assistance getting information from 
other team members

• Assets needed
• Minor non-deliverable approvals
• Questions about project specific items
• Review of deliverables or decisions 

prior to sending to higher-level 
stakeholders



Schedule Determine frequency:

• Daily
• Weekly
• Monthly
• Quarterly
• Milestone
• As-Needed

When

• When will messages be sent?
• What is the overall schedule? Do they fit together?
• Method for updating and tracking? 

Schedule
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Determine source of message:

• CIO
• President
• Project Manager
• Committee
• Team Members
• Departments

Sender

Message Source

1. What are the meeting attendance options and protocol?
2. How will knowledge be shared and managed?
3. Collection/Distribution Structure?
4. Description of each type and dissemination method.
5. Method for updating.

Message Source



Audience

Mesg./Deliverable

Format/Channel

Schedule

Message Source

Identify Audience

• Project Team
• Committees
• Working Group
• President’s Council
• Faculty/Staff 
• Administrators
• Functional Users
• Internal Staff
• Media
• Other key Stakeholders

Determine 
Messaging Type or 

Deliverable

Determine Format
and Channel

• Meeting*
• Informal Presentation
• Formal Presentation
• Mail/Email
• Newsletter
• Website
• Committees and Council
• Instant Messaging

Determine 
Frequency

• Daily
• Weekly
• Monthly
• Quarterly
• Milestone
• As-Needed

Determine Source 
of Message:

• CIO
• President
• Project Manager
• Committee
• Team Members
• Departments

Who

What

How

When/How Often

Sender

*Prioritize opportunities for 2-way communication

01 Gather Information. 

Review Gather Information Steps

• Letter
• Face-to-Face*
• Newsletter
• Conference Call
• Website
• Project Site
• Launch Event
• Status Report
• Training 

Session



02 Create Plan



Who What How When/How Often Sender

# Audience Message/Deliverable Format/Channel Schedule Message Source

1 Project Team Project Information
SharePoint
Team Meetings
Conference Calls

Weekly Friday Project Manager

2 Project Planner 
PMO Director Project Status ePortfolio

Email
By 12 noon every Tues
By 12 noon every Mon Project Manager

3 Project Team
Steering Cmte Agenda/Minutes

Email
SharePoint
Team Meetings

As needed Project Manager

4 Steering Cmte Timeline Update Meetings
SharePoint Bi-Monthly 2pm on Tues Registrar 

5 Stakeholders Stakeholder project status Meeting Monthly Project Manager

6 Vendors Detailed project status Email Weekly Tues Project Manager

7 Project Manager Project Updates
Action Item Status

Team meetings
Email
Conference calls

Weekly Friday Project Team

8

ITEC/Exec. Sponsor
Project Steering 
Cmte
Project Team

Project Risks Risk Document
Meeting Minutes As Needed Project Manger

Communication Plan Example



TAC 216 
Sample: 

Section 7

Project Plan



TAC 216 
Sample: 

Section 3

Executing 
Monitoring and 
Controlling



Item/Event Purpose Audience Date/Frequency Who 
Responsible

Authority to 
Release

General  User 
Training

Provide users 
with basic 
training on new 
system

All Staff using 
program

4 weeks before 
Go-Live

Customer 
Operations 
manager

Project 
Manager and 
HR Manager

Stakeholder Title Project Role Item/Event Special Instructions

David Smith Head of Customer 
Management

Project Sponsor Go-Live 
Presentation to 
Executive 
Leadership Team

Need to rehearse, 
as he is nervous

Event vs. Stakeholder Communication Plan



03 Review and Approve Plan 



04 Publish Plan



Project Sites



05

0
10
20
30
40
50

Key Objectives Survey Awareness
Key Objectives  Were the key objectives met 
on the project? Were they on time, on budget, 
and within scope?

Survey Take formal or informal surveys on 
what the audience liked and didn’t like.  How 
do they prefer to get messages? Did they 
understand the message? What worked well 
and what did not work well?

Awareness  Were the messages opened? 
Did the key audiences show sufficient 
knowledge of what was communicated? How 
many people logged into the site and how 
often?

Analyze



Getting on the same page is easy 
when you have a well thought out 
written plan.  

• Sets Expectations
• Provides Consistency
• Increases Productivity
• Improves Outcomes of Projects

Communication 
Plans



Questions?

Please CHAT questions to ALL PANELISTS
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