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	1. Objectives of the project 

A short summary/statement of the project objectives. 



	The high-level objectives of the [project name] are:
1. [your objectives]
Scope of the [project name]:
1. [your scope]



	2. Communications objectives, principles and key messages
A clear detailed statement of the objectives in communicating, the principles underpinning this strategy and your key messages. These should be aligned with the objectives of the programme/centre.

	[Replace items below with your own, keep in mind:

· the general objectives of all project communications

· two-way communication, listening and being seen to be listening
· opportunities for communication between stakeholders if required]
1. To ensure that the stakeholders and the wider UCL community are aware of the project, understand why it is necessary and what benefits it will deliver.  Key message: An applicant portal is an important element in ensuring sustainability of UCL’s competitive position in the marketplace of higher education.

2. To develop a desire amongst all members of UCL staff involved in the impacted process to contribute towards the successful implementation of the change and the delivery of the benefits.  Key message: The portal will benefit applicants and staff, and will contribute to the positive image of UCL as a leading global university. 

3. To manage expectations among our stakeholders. The project team aims to build a reputation as a trusted, quality and innovative information source which operates on a ‘no surprises’ basis across the project community.  Key message: Details about what the project is delivering and when. 
4. To provide timely and accurate information to the identified stakeholders about the steps to be taken. This will both support and smooth the change process, thereby enabling the delivery of project benefits.  Key message: For each stakeholder – what to do, when to do it, and how much time it should take.
5. To ensure that stakeholders have the opportunity to input to and feedback on the design of the change, raise issues, and use their expertise to contribute to the success of the project.  Key message: All input is valuable.  The responsibility for the success or failure of the project is shared amongst all the stakeholders.
6. To ensure that all members of UCL staff involved in the change have the knowledge, skills and understanding to use the new systems effectively and efficiently.  Key message: How and when to communicate with applicants using the portal and why it is beneficial to do it this way.
7. To ensure that new practices are embedded in the process so that the benefit of the changes introduced are sustained long term.  Key messages:  Thank you! You have succeeded!  The benefits that have been achieved and how we can make further improvements.



	3. Key Audiences 

Who are you communicating with – a detailed description of your key audience and user groups. What are your priorities?

	Audience
[list as many groups as you can identify, move them under the correct heading, remove and add as required]
	Approach
[general mode and content of communication]
	Responsibility
[person or role]

	Project Board
	· 
	

	Programme Board
	· 
	

	Influencers
	
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	Directly Impacted
	
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	Input or Support Required
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	Indirectly Impacted
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	


	4. Key Messages 

What messages are you communicating  – a detailed description of your key messages in order to achieve the desired communications objectives.

	4.1 Project Objectives, Scope, Vision


	[What are the key messages  that will be used to promote aware of the project, create a shared vision amongst the stakeholders and eventually buy-in to the project?]

	4.2 Stakeholder Roles

	[State the key roles that the various stakeholder groups will play in the project and how you will ensure that each individual understands their role.  Replace this example with your own.]



	4.3 What to do, when, and why

	[State the key activities that stakeholders will have to perform in support of the project]


	4.4 Progress Status

	[State the types of project progress status that will be reported and to whom.  Repace these examples with your own.]



	4.5 Issues and Resolutions
	[How will you capture issues of interest to the stakeholders and communicate them and their resolutions to the wider stakeholder group]



	4.6 Contributing Ideas
	[What is the requirement for ideas contributed from the wider stakeholder community engaged in the project, and how will these ideas be solicited.  Replace these examples with your own.]



	4.7 How To
	[What will stakeholders need to know in order to support the project and to perform their roles after the change is implemented?  Replace these examples with your own.]



	4.8 Questions
	[How will stakeholders raise questions and how will the answers be communicated?]


	4.9 Business Readiness
	[How will the project determine whether the impacted stakeholders are ready for the change to be implemented?]


	4.10 Thank You
	[How will you ensure that people are thanked or rewarded for supporting the project and making the change successfully]


	4.11 Benefits Measures
	[What will be involved in determining whether the change has delivered the anticipated benefits, i.e. whether the change has been successful?]



	5. Communicators
In order for communications to be effective, the right people must be delivering the message.  Who the right person is depends on the message and the audience.  Consider who will be the key communicators throughout the project and what each will be responsible for.

	Communicator
	Objectives & Responsibilities

	5.1 Sponsor
	

	5.2 Project Manager
	

	5.3 Change Manager
	

	5.4
	

	5.5
	

	5.6
	


	6. Methods of Communication 

What methods of communication will be used, how often and for what purposes?

	6. Email

	

	6.1 Presentations

	

	6.2 Workshops
	

	6.3 Website
	

	6.4 Reports
	

	6.5 Newsletter
	

	6.6 Flyer / Poster
	

	6.7 Stakeholder Group Meetings
	

	6.8 Other meetings
	

	6.9 One-to-One meetings
	

	6.10 Moodle
	

	6.11 Facebook
	

	6.12 Twitter
	

	6.13 Blog
	

	6.14 Wiki
	

	6.15 Sharepoint
	

	6.16 Events
	


7. Communication Activities
	Media / Events
	Objective
	Message
	Frequency
	Delivered to:
	Delivered by:
	Feedback Mechanism

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	8. Evaluating Success
How will you know if you have succeeded and met the communication objectives? How are you going to evaluate your success, what performance indicators and evaluating measures will you use.



	Objective


	Outcome
	Measurement Method 
	Target

	1. Speed of Adoption
	
	
	

	2. Utilisation
	
	
	

	3. Proficiency
	
	
	

	4. Risk Mitigation
	
	
	

	5. Awareness
	
	
	

	6. Desire
	
	
	

	7. Knowledge
	
	
	

	8. Ability
	
	
	

	9. Reinforcement
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