Communication Plan Worksheet
	Change Vision – in the most simple terms, describe the change that you are implementing 





See Keys to Effective Communication on next page for additional information



	Reason(s) for the change





	Process you will use to implement the change







Employee Impact
	What will employees and company gain from this change?










	What will the employees lose as a result of the change?
	How will the employees be involved with this change?



Communication Methods
	Message

	Who delivers
(see Ideal Message Deliverer 
on next page)
	Venue 
(see Ideas for Communication 
Venues on next page)
	Frequency
(see Frequency Report 
on next page)
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