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	Communication Planning Tool

	Section 1:  Participant and task analysis
(The people, goals, and tasks associated with the communication)

	1. What is my position or role as a communicator?

As an industry expert, I need to communicate to this audience the importance of using a planning tool when developing a public relations campaign.

2. What is my overall measurable goal or objective?

Communication should be clear and comprehensive.  There should be no questions after the instructional section about implementation.

3. What immediate action do I desire from my audience?

The audience members need to complete an exercise of drafting a communication plan for a current situation or event they are managing.



	Section 2:  Audience needs analysis
(Questions the audience will want you to address)

	· Audience Question:  So, are you telling me that I should use the Communication Planning Tool for every communication?
Intended Response:  The Communication Planning Tool may take a little while to get the hang of.  You should use it for many of your communications in the weeks to come.  Once you are comfortable with the format, you no longer have to use.

· Audience Question:  I’m a communications expert, does this tool really do what you says it will?
Intended Response:  This tool is used by many communications experts today and can work for you no matter what your experience or skill level with developing communication plans.

· Audience Question:  Well, I know a lot of communication managers and no one I know uses this planning tool.
Intended Response:  This tool can give you an advantage over others who may not have access to the tool.  Or, perhaps those you know are using a similar type of methodology either realized or unrealized.

Section 3:  Package analysis

(The best way to package and deliver your communication)

	
    1.  How much time would an audience devote to the presentation?
         About an hour.

2. How long should I make this communication?

45 minutes.

3. What tone should I adopt?

Friendly and helpful.

4. What format and impression should I create?
Lecture and hands on approach so that users can experience developing a communication tool on their own.

5. What additional materials or contacts are necessary?

I will collect all of the communication plans and post on the web as samples that others can use.

6. What them- explicit or implicit- drives the communication?

The Them that drive s the communication focuses on working collaboratively to build a winning communication plan for important internal or external announcements – a plan that includes specific objectives, tasks, and outcomes.



	Section 4:  Package analysis

(The different sections or parts of your communication)

	1. How much information does the audience need?

Enough to be able to use the communication planning tool independently.

2. How should the meeting be segmented?

A. Segment 1:  Explain purpose – Make XYZ comfortable, put them at ease, and explain the purpose of the meeting and the anticipated outcome

             B.  Segment 2:  Give overview – Give XYZ an overview of how the meeting should proceed.

             C.  Segment 3:  Share management perspective – Explain your view of the situation or task.

             D.  Segment 4:  Obtain the audience perspective – Seek out XYZ’s view of the issue or task.

             E.  Segment 5:  Define the problem/Objective – Work together to define the current situation.

3. How should the information be sequenced?

             The objective/purpose of the communication planning tool

             The various sections that are covered by the tool

             Specific instructions on using the tool (section by section)

             Exercise in using the tool – individual/group



	Section 5:  Step analysis

(The different steps required to prepare the communication)

	1. What necessary information do I have?
Intimate knowledge of how to use the tool for specific situations


2. What research do I need?

None

3. What exact steps do I need to take to make sure the planning the first four sections translate into action and outcomes in the meeting?

TBD
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