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Information Technology Services Division

Communications Plan: <Project/ Change name>
For the introduction of new services or major changes to an existing service.

Communications Plan - Overview

	Project/Change:
	

	Name/Position/Department:
	

	Role on project:
	

	Date:
	


	Version:
	

	File name:
	[ Insert > Field > filename]

	Location:
	[ Insert > Field > filename> tick path then delete filename section]


1. Project/Change description

	Project / change outline
	[Outline: 2 to 3 sentences in non-technical language]

	Key issues
	

	Event deadline
	

	Outcome
	


2. Audience* identification
Include stakeholders and end users.




ITS Service Desk


Administrative staff
Client Communications


Academic staff
All ITS 




All staff

IT Managers



IT Faculty Managers 

iCCT/TWP list



All students
Expert users



Advanced/intermediate/new users
3. Communication channels/ activities*

Email – global, specific groups 

Publication – poster, postcard, letter

Website – information, online support
Training – face-to-face
Presentation 


4. Communication events

Communication events are the planned events (ie introduction of new services or major changes to an existing service) that require communication to one or more of audience type. One or more communications channels may be required to support a communications event.
A communications event is defined by a date, audience and an objective which will be met by identifying the information to be delivered through specified communication channels.



* Refer to http://www.its.monash.edu.au/staff/projects/communications/ for detailed information about communication channels and stakeholders.
5. Timeline
	Event: 

	Release date
	Communication objective 
	Target audience 
	Communication channels
	Comm. coordinator
	Presenter 
(if required)
	Frequency
	Comm. approver
	Date completed

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Event: 

	Release date
	Communication objective 
	Target audience 
	Communication channels
	Comm. coordinator
	Presenter 

(if required)
	Frequency
	Comm. approver
	Date completed

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


6. Communications plan sign-off
	Name: 







	Title:

	Department:


Signature: 







Date:
	Name: 







	Title:

	Department:


Signature: 







Date:

7. Notes

Key related files

	File name:


	[File location]

	Website:
	[URL]

	Image names:
	[File location]


Other notes

For example: issues arising, improvements for future communications planning,
	Date
	Note
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