
Communications Planning Template 

 

Introduction 
The following is a sample communications planning template. The columns indicate the type of information you want to gather. Use the 
template in your next project. 
 
Title: 
 
Date: 
 

Communication 
Name/Description 

Target 
Audience 

Purpose/ 
Key Message 

Objective Method/Medium Frequency/ 
Due Date 

Responsible 
Person 

Status 

        
        
        
        
        
        
        
        
        
        
        
        
 


