


Communication Plan Worksheet
	Focus Area
Possible Focus Areas: Communication with clients, gathering stakeholder input, communication with IT, communication with plain language or translation vendors, response to FNS findings (use one worksheet per focus area)

	What is the goal?
	Identify your intended message.

	Who is the intended audience?
	Identify internal customers (eligibility workers, supervisors, etc.) and/or external customers (customers with missing verifications, customers who missed their interview, etc.).

	Who will serve as the test audience?
	Select a subgroup of your intended audience to conduct a test of your communication strategy.

	How will this information be communicated?
	Identify the appropriate communication channel to reach your audience and convey your selected message (e.g., email, newsletter, letter, webinar, meeting, focus group, interviews, flyer, social media, text message).

	What is the anticipated frequency of communication?
	Plan the frequency with which you will need to engage with your audience based on the channel selected.

	What are the roles and responsibilities? 
	Identify the assigned roles and responsibilities. Consider developing a RACI (Responsible, Accountable, Consulted, and Informed) chart to assign roles and responsibilities for each selected focus area. 

	What is the intended outcome? 
	Establish a clear outcome to identify the success of your communication strategy.

	How will your agency document steps taken for intended outcome?
	Select the strategies that will serve to document progress toward your goals (e.g., meeting minutes, administrative memos, newsletters, reports).

	How will your agency evaluate intended outcome?
	Identify the metrics (quantitative and qualitative) to be used to evaluate your intended outcome (e.g., notice performance measures, tracking strategies, website analytic tools, surveys and polls, interviews, focus groups).





Insight ▪ 
