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Communication Plan Outline


The Communication Plan started out as a project with project deliverables and methods for achieving them.

Deliverables (the final outcomes of the project):
A written document outlining ETS’s objectives for communication (what want to accomplish), audiences, tools and timetable (how we will communicate), and how we will measure the results
A listing of ETS customer group contacts
A listing of the types of communication ETS currently does and ones we should do
Standards for when communication will originate with ETS and when it will originate from the Institute public relations office
A plan explaining how the results of our communications will be measured
A department “look and feel” that includes specific fonts and colors
Department standards for e-mail communication and written communication
Prewritten messages for repeated events
ETS systems communication matrix
A department communication manual, parts of which will be included in department Wiki
Training to ETS staff for how to use aspects of communication plan, including the location of templates and prewritten messages

Specific methods or means for accomplishing the deliverables:
Complete a department communication audit
Determine objectives (what the plan will accomplish) for department communication
Determine the audiences for ETS communication
Determine the tools ETS can use to communicate
Determine a viable way to measure communication effectiveness
Determine the department “look and feel” with specific fonts and colors
Survey e-mails from outside Moody and also work with Corporate Communications to determine proper signatures for ETS e-mails
Determine the elements that must exist on every ETS document
Create document templates for documents used by ETS employees
Create ETS systems communication matrix
Meet with Corporate Communications manager to discuss communication policies
Create a training plan to teach ETS staff how to use specific aspects of the ETS Communication Plan









(Continued on next page)
Steps in Project Plan:

Objective 1.0:	Complete a department communication audit
1.1:	With whom does ETS currently communicate?
1.2:	What is currently communicated to these groups?
1.3:	What methods are used currently to communicate with these groups?
1.4:	Who are the point people for each group?

Objective 2.0:	Determine objectives for department communication plan
2.1:	Set up meeting with department stakeholders to discuss communication deliverables
2.2:	Compile list of deliverables and include in department communication manual

Objective 3.0:	Determine the audiences for ETS communication
3.1:	Research those with whom ETS has communicated in the past
3.2:	Look at organizational chart to see who is in the Education group with whom ETS might need to communicate

Objective 4.0:	Determine the tools ETS can use to communicate
4.1:	Determine the modes of communication that are available: e-mail, web, print, etc.
4.2:	Compile list of communication tools and include in department communication manual

Objective 5.0:	Determine a viable way to measure communication effectiveness
5.1:	Research how other institutions determine communication success
5.2:	Set up meeting with department stakeholders to determine ways ETS might measure communication success

Objective 6.0:	Determine the department “look and feel” with specific fonts and colors
6.1:	Work with Corporate Communications to determine ETS colors and fonts
6.2:	Okay ETS colors and fonts chosen by Marketing
6.3:	Incorporate “look and feel” into ETS documents and e-mails
6.4:	Incorporate “look and feel” into ETS offices

Objective 7.0:	Survey e-mails from outside Moody and also work with Corporate Communications to determine proper signatures for ETS e-mails
7.1:	Survey e-mails from outside Moody for e-mail signatures
7.2:	Determine from ES vice president if there will be division standard
7.3:	Set up meeting with Corporate Communications to discuss Institute e-mail signatures
7.4:	Work with ETS Department Manager to determine standard ETS signature
7.5:	Put e-mail signature in department communication manual

Objective 8.0:	Determine the elements that must exist on every ETS document
8.1:	Talk to ETS Department Manager about preferences for internal documents
8.2:	Look at current help sheets and help manuals
8.3:	At ETS Service meeting, survey staff for additional elements
8.4:	Include elements in department communication manual

Objective 9.0:	Create document templates for documents used by ETS employees
9.1:	Find out what kind of document templates ETS employees need.
9.2:	Create forms/templates
9.3:	Put forms in department communication manual and/or wiki

Objective 10.0: Create ETS systems communication matrix
10.1: List all the systems that ETS is in charge of or that our customers interact with
10.2: List when the outage should be communicated
10.3: List the people affected if system goes down (stakeholders)
10.4: List the method for communicating the outage
10.5: Determine what triggers the need for an outage communication
10.6: Determine who is responsible for communicating an outage for each system
10.7: List all this information in the systems communication matrix

Objective 11.0:	Meet with Corporate Communications manager to discuss communication policies
11.1:	Generate list of communication policies
11.2:	Add policies to department communication manual
11.3:	Meet with Corporate Communications to discuss communication policies
11.4:	Incorporate any necessary changes from meeting to ETS policies

Objective 12.0:	From the information gathered and policies created, write out ETS Communication Plan
12.1:	Objectives of plan
12.2:	Deliverables of plan
12.3:	Communication audiences
12.4:	Communication tools
12.5: Department contacts
12.7: Types of communication to be generated
12.8: Times for joint communication efforts with another department
12.9: How communication effectiveness will be measured
12.10: Standards of usage for department “look and feel”
12.11: Written communication standards
12.12: Telephone communication standards
12.13: Web communication standards
12.14: How ETS communicates internally
12.15: Blackboard outage communications

Objective 13.0:	Create a training plan to teach ETS staff how to use specific aspects of the ETS Communication Plan
13.1:	Determine which aspects of plan need to be taught to ETS staff
13.2:	Add usage guidelines to ETS wiki
13.3:	Prepare information to present in ETS meeting
13.4:	Present training to ETS staff
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