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Communication Plan Framework

Here is a framework to help you think through how organizational communication improvement might help your
organization. The framework is useful in many circumstances, from looking at the big picture of your organization’s
communication, to handling a specific communication situation. It is a quick overview of the RACE formula. Research,
Analysis, Communicate, Evaluate

What is the scenario? Describe the communication situation that you are addressing. Who is involved? Why is this a
problem or situation? Has anything been done already? If yes, what? What’s working? What'’s not?

Research: What research do you need? (Consider qualitative vs. quantitative. Is there local or national research? This
could include environmental scanning, observing what competitors are doing, or analyzing any data and information
available. What is communication best practice in this situation?)

Analysis: What does your research tell you about the scenario? What should you do?
Communicate:

Key Messages by audience: What do you want each audience to know and understand? Your key messages
must be important to your target audience.

Goal: Write a smart communication goal: Specific, measurable, attainable, results-orientated, time-specific

Strategy: For each audience, what needs to be accomplished? Do you want to inform, engage, create
partnerships, etc.? For example, a school wellness goal might have a strategy related to parents.

Help parents gain information about the importance of health and wellness to student academic

achievement.

Objectives: Each strategy may be broken down into obtainable several objectives, which are the measurable
tasks that will be undertaken. Think in broader, action terms, for example:

Establish a social media presence for better communication of health and wellness tips for families.
Create, promote and share a directory of local mental health wellness services.

Tactics: This is how you will implement objectives. Create a step-by-step list of things to do month-by-month
that will help you attain the goal. Be very specific so you can steadily make progress.

Evaluate: Measure your results.
Implementation measurements: These are progress measures indicating task completion.

Improvement measurements: These measure progress toward making attaining your goal.



