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DEPARTMENT OF HUMAN SERVICES






	Overview

	<Provide an overview of the process you plan to employ to manage issues, what roles will be involved, what the procedures will be, and how you will measure the impact of issues.>


	Goals and Objectives of Communications Strategy

	Goal:  <The communications goal is a direction-setter and ideal future end toward which planning and implementation activities are directed. A goal is generally not quantifiable, time-dependent, or suggestive of specific actions for its achievement.>
Objective:  <Objectives are specific ends, conditions or states that are intermediate steps toward attaining a goal. They should be achievable and, when possible, measurable and time-specific. An objective may only pertain to one particular aspect of a goal or it may be one of several successive steps toward goal achievement. Consequently, there may be more than one objective for each goal.>



	Key Messages/Themes

	<Describe the key messages or themes that must be employed throughout the entire communications program.  These are themes you want reinforced repeatedly.>


	Critical Success Factors

	<Describe those items that must be achieved at the end of the communications program.  These factors will basically determine whether the communications program is a success.>


	Communication Phases

	<Describe what phases the communications program will employ.  Will messages be directly related to the release strategy or phases of the project??


<Instructions:  Begin to plan all communications messages by identifying the attendees/stakeholders, stakeholder involvement, information needs, delivery needs, frequency, deliverer, feedback mechanism, and any comments for both external communications and internal communications.>
	Attendees/
Stakeholder
	Stakeholder
Involvement
	Information Needs
	Communication   Delivery Method
	Date/ Frequency of Event
	Deliverer
	Feedback Mechanism
	Comments/
Notes

	External Communications

	Business Partners
	Involve Extensively
	What data is going to be required? 

How will we use the data?

How will security and privacy be addressed?
	Meetings 

Email or mail system

Project Updates
	Last Friday of each month
	Jane Doe
	Verbal at meetings
	Keep providers informed of Provider Sign-up process, training dates, and action steps.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Attendees/

Stakeholder
	Stakeholder
Involvement
	Information Needs
	Communication   Delivery Method
	Date/ 
Frequency 
of Event
	Deliverer
	Feedback Mechanism
	Comments/
Notes

	Internal Communications

	Legal
	Keep Informed
	Policy changes. Statutory changes. Regulation Changes. Confidentiality & Security of Information. Compliance with HIPAA 
	E-mail 
Face to face

Meetings Updates
	Schedules November 7
	Jane Doe
	 E-Mail link to which to send feedback
	Schedule a meeting

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


<Instructions:  Map out what tasks and activities are required for major communications events.>
	Communications Calendar

	
	Tasks, Activities
	Events

	JAN
	· 
	· 

	FEB
	· 
	· 

	MAR
	· 
	· 

	APR
	· 
	· 

	MAY
	· 
	· 

	JUN
	· 
	· 

	JUL
	· 
	· 

	AUG
	· 
	· 

	SEP
	· 
	· 

	OCT
	· 
	· 

	NOV
	· 
	· 

	DEC
	· 
	· 


	Approval and Authority to Proceed

	We approve the project component as described above, and authorize the team to proceed.

	Name
[type or sign name]
	Title
	Date
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