


Communications Plan
Title of Comms Plan
Creation Date



Focus

Someone, doing something, for some reason. 


Key Messages

2-3 key messages of your initiative that ideally focus on core messaging that we strive for in most institutional communications.


Purpose

Why does this matter to the Bishop’s community? 


Opportunity / Risk

List opportunities and/or risks associated with this communication plan (potential fallout or complaints)?


Background

Provide any additional context related to this initiative, including links to external websites, previous publications or related news, etc.


Audience

The primary audience for this communication effort is...

A secondary audience is...


Goals

What is the goal of this initiative?

	
	Raise Awareness

	
	Drive people to a web page

	
	Sell tickets

	
	Get people to sign up

	
	Other?




Channels

Select the most effective channels for reaching these target audiences and achieving the goals include...

Channel						Required(Y/N)
	Web/landing Page
	

	Social Media
	

	Paper Poster Design
	

	Press Release (external media coverage)
	

	Paid Digital Advertising (social, online, etc.)
	

	Brochure / handout
	

	Other?
	





Special Link Instructions / UTMs

Include instructions for specific links, including UTMs or short URLs

Target Dates

Deadlines, event dates, or milestones if applicable. 

The Content Calendar below is to apply specifics to that timeline. 


Content Distribution Calendar

	Event
	Date
	Collateral
	Channels
	Copy

	Web Page
	March 14
	Web content (copy and pictures)
	Website
	TBD

	i.e. 
Facebook Event
	March 14
	Digital Graphic
	Department FB page
	This Event is coming to #UBishops. It’s gonna be amazing. Follow the event page for all the details!
(insert short link to registration)

	i.e.
Video Ad
	March 22
	30 second trailer video
	FB event
FB ad (paid)
	Check out more on the speakers at our event! Don’t miss it. 

	Paper Posters
	etc
	etc
	etc
	etc

	Digital Poster
	March 25
	Digital Graphic
	Digital Signs
	Date / time / location / QR code to linked web page or FB event







