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TARANAKI DISTRICT HEALTH BOARD

Insert project name here

COMMUNICATION PLAN

DATE: 

Project Name:

Insert project a name
Project Manager:

If this is unknown please say so
Project Sponsor:
Please indicate who the overall sponsor for the project will be
Prepared By:
Please indicate who is preparing the scoping document
Date:
Insert date here
The purpose of the Communications Plan is to outline who needs to be communicated to, how you will communicate, when you will communicate and what you will tell them.  It also identifies who is responsible for the communication.
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INTRODUCTION
BACKGROUND AND PURPOSE
This can be copied from the Project Management Plan.  You need to be concise and give enough information in this section so the reader is able to understand the background and purpose of the project without having read the entire Project Management Plan.
COMMUNICATION ROLES & RESPONSIBILITIES
In this section please summarise the key groups with communication responsibilities within your project.
The key groups with communication responsibilities are (for example):
· The Ministry of Health 
· Taranaki District Health Board 

· Project Team

· DHB Communications Unit
Ministry of Health

Detail the responsibility each area has for communication on the project.
District Health Boards

Taranaki District Health Board will be responsible for ……
COMMUNICATION PLANNING 
Project Goal

Explain the overall project goal.
The Communication Objectives will work towards achieving the project goal.

Communication Objectives

Please list the communications objectives of the project – for example:
· To inform the public, DHB, MoH etc
· To promote the new service
Audiences

The Project will have many stakeholders that need to be communicated with to keep them informed of project development and implementation.

	Group
	Audience
	Why
	How
	When

	List the overall groups you will need to communicate to – for example – Community, DHB, MoH etc.
	Within each group there may be different audiences – for example within the DHB there may be – Executive Management Team, Planning and Funding, Public Health, DHB Staff  etc
	Why do you need to communicate to each of these audiences?
	How will you communicate with each of the different audiences?  Some examples include Meetings, Forums, Newsletters, Letters, through PHO etc.
	How often will you communicate?  Weekly, monthly etc

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	


KEY MESSAGES
Messages should be tested with key audiences.  For each of the key audiences you identified in the table above list the key messages you want to communicate to them.
Audience A
Audience B
Audience C

Audience D

BREAKDOWN OF KEY AUDIENCES
If you need to provide more information on the Key Audiences please do so here.  Other information may be there location, numbers, risks associated with communicating to them etc

The following is a breakdown for the key audiences’ specific to Taranaki.

APPROVAL

Approval to proceed with the project is indicated by the following signatures:

	Name and Position
	Date
	Signature

	Project Sponsor


	
	

	Project Owner (s)


	
	

	Project Manager


	
	

	Steering Group Representative
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