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Communication Plan Template
Project Title
Date:
Project Mission

Briefly define, in a non-technical way, what the project aims to achieve and how. These are a few sentences that you use consistently in your communication to reiterate what the problem is and how your project contributes to the solution. 
Key Results
Results and innovative solutions can be transferred and/or reused for policy and/or practice in businesses, public administration etc. Select 1-3 tangible results to prioritise in the project communication activities and use these priorities to define the users of these results, i.e. your target groups.
Target Groups

Who are your target group(s)?


What are the desired actions from the target group(s)? 


Key messages

Table 1. Suggested format to develop your Key Messages
	Target group / User
	Expected change or action 
	Key Message 

	 
	
	

	
	
	

	
	
	



Activity Plan

Describe communication with target groups throughout the project period that can maintain interest and prepare the target groups for the upcoming results.
Describe how you plan to reach each target group, i.e. which channels will be used. Example of channels are: 
-	Press and other newspapers
-	Websites
-	Newsletters
-	Conferences, seminars and other types of meetings
-	Social media
Define spokespersons, e.g. individuals and organisations, that can be linked to the project in order to strengthen its connection to the industry or society in general.


Table 2.  Suggested format for planning communication and dissemination activities   

	Status
	Plan

	Planned / Completed Date
	Responsible person / WP
	Type of Activity
	Target Group
	Timing rationale (Optional) 











	Read the Instructions document to get further guidance.
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