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Communication Plan: [ 1
What needs to be What is the Who, when and What method or What was the
communicated? > objective? ' how often? . channel works best | —» result?
for each audience?

What Needs to Be Communicated?
Event Title Date/Time Location Speaker(s) and Topic

What Is the Objective of the Communication (not the event)
Response Desired and By When

To Whom Will You Communicate & How Often
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Potential Initial Communication | First Reminder Final Reminder
Audiences

What Channels Will Work Best for Each Audience

E-mail Website Newsletter Social (Facebook/LinkedIn/Twitter)
Announcement

How Will You Measure Your Success?

# of Attendees Attendee Feedback Other
Measures




Notes:




