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PREFACE

BACKGROUND
Otherwise called a situation analysis or purpose and statement. This point social, economic, resource describes the environment surrounding the need for the communication plan.  Should also include the organizational objectives of the action/initiative that is the focus of the communication plan.
INTRODUCTION
GOAL OF THE COMMUNICATION PLAN
Measurable means of assessing how well the communication effort is meeting the goal.
OBJECTIVES OF THE COMMUNICATION PLAN
Short description of what we hope to accomplish as a result of this communication plan.  What will happen as a result of this communication plan.

Primary Objective Secondary Objectives 
· Insure appropriate reviews and approvals have been completed prior to release.
· Develop a time line for release of the reports defining action and procedural items which will need completion.  Documentation approved for full release consists of: 
· List specific documents
· Identify a list of participating parties and their roles and responsibilities.

· Provide factual information addressing specific incident
· Address issues associated with the report and findings.
· Inform identified and unidentified audiences about the release and the availability of the reports.
AUDIENCES  
Primary audiences: 

· As appropriate

· NPS and Interagency Partners

· NPS employees at large

· Regional, National and Departmental officials (NPS and DOI)
Secondary audiences:

· Media outlets

· General pubic

· Elected Officials

· Constituency Groups

The method of release of information to these specific audiences will be identified in the action plan. Some audiences will require face-to-face meetings.  The wide variety of other audiences that have not been identified here will receive information via the media, internet sites, and limited distribution of hard copy versions q the materials as needed. 

KEY MESSAGES: (Develop as appropriate.)
COMMUNICATIONS OVERVIEW

As mentioned above, the method of release of information to specific audiences is identified in the action plan.  

The following three tables detail how the rollout of the [specific reports] will occur. 
· The first table outlines the products that need to be developed prior to rollout. 
· The second table lists the communication methods that will be used for each target audience. 
· The third table provides a general timeline for how all these actions and products will unfold.  
I. Products and Key Contacts Needed Prior to Rollout 
	Action Item
	By Who
	By When

	
	
	

	Products:
	
	

	1. 
	
	

	Contacts:
	
	

	Notify key contacts on page [X] and clarify roles and responsibilities
	Detailed in following pages
	

	Identify a spokesperson(s) for any post-release inquiries
	Detailed in following pages
	


Documentation approved for full release consists of: 

[List specific documents scheduled for distribution here]
II. Methods for Informing Target Audiences 
	Target Audience

(Listed in general order of notifications, some notifications will be simultaneous.)
	Communication Method
	What – Indicate Document (Additional to web posting - audience dependent.)
	Who


	When

(See timeline.)

	
	
	
	
	


III. Timeline for Release
	TARGET Date 
	Time
	Action
	To be completed by

	
	
	
	


IV. Key Contacts
	Name
	Title / Role

	Communication Plan Group

	List
	

	DOI officials (as determined)

	List
	

	Agency Communications Officers

	List
	

	KEY SPOKESPERSONS

	List
	


APPENDICES
Additional materials that are applicable to the communications plan can be attached as appendices.
ADD AN “END PAGE” AS A LAST PAGE, WHICH STATES:  

- END PAGE - This page left blank deliberately.
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