Template Communication Plan

1. Executive Summary – Develop a summary of the situation, identify goals
2. Purpose of the plan – Identify the purpose of this plan
· The purpose of this plan is to...  

3. Objectives – Identify the key objectives/expectations of this team activity
4. Key Messages/Talking Points – List the major emphasis messages to be used on this assignment

5. The Role of the Fire Prevention Education Team – Prepare a narrative role statement on this assignment.
6. Target Audiences – Identify those key audiences requiring attention in this area.
7. Action Plan - Tailor this to suit your own needs, identify specific tasks, assign responsibility and due dates.
	Tasks
	Who’s Responsible
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	


8. Key Contacts – Identify those key Contacts/Individuals important to this assignment.
	Name
	Agency/Organization
	Contact Information
	Status

	
	
	
	

	
	
	
	


9. Partners – Identify local partners that are important to this assignment.
10. Evaluation – Develop a program evaluation post assignment (Were your objectives met?)
