Corps Event Specific Communications Plan Template

Draft – 30 July 2002

 

Purpose:  This template lays out the basic elements of a Corps Communications Plan package, including (1) research and basics, (2) rollout plan and the suggested supporting documents, and (3) after action/lessons learned sections.  Everything we do should have a basic strategic communication plan with the message points, stakeholders, milestones, tactics and outcomes defined that form the basis for event specific plans and ongoing activities. The plan consists of 3 parts:  

 

1) 1)      Research and Basics: 

 

a) a)      Describe the purpose of the event. (Why are we doing this?)
b) b)      Describe the desired outcome. (What will success look like? How is it connected to the strategic objectives? Use measures if appropriate.) 
c) c)      Form the PDT. (Who will be involved, i.e., who is on the PDT? Should the PDT be vertical to include Division and District members?)
d) d)      Develop a coordination list/schedule at each level. (Who needs to approve the plan? Does it need DA/CEQ/OMB approval?)
e) e)      List basic communication and reference documents that are being used. (This may include conducting original research and/or gathering secondary research.)   

f) f)        What lessons learned are being applied?

 

2) 2)      Elements of the rollout plan:  

 

a) a)      Message points – What’s the most important points for people to remember

b) b)      Stakeholders and their role identified 

c) c)      Plan with alternatives – (How will we communicate? What are the different alternatives? What are the risks and benefits of each?   What is our stance -passive vs. active? Include 2-way communication whenever possible.)
d) d)      Timetable in detail

i) i)        Who does what and when?

ii) ii)       Congressional notification

iii) iii)     Stakeholder notification

iv) iv)     Spokespeople identified and areas of expertise

v) v)      Communications documents: 

(1) (1)   News release (Shorter is better. Use “important points to remember” and/or “Official statements” as attachments. Include quotes.)  

(2) (2)   Talking points – for communicating to the news media and stakeholders

(3) (3)   Frequently asked questions

(4) (4)   Fact sheets

(5) (5)   Illustrations and photos 

(6) (6)   Web documents – hot topics

(7) (7)   Maps

 

3) 3)     After action/Lessons learned: 
 

a) a)     Media analysis – A brief recap of the coverage we got, an analysis of whether we got out message out and the tone of the stories.
b) b)     Lessons learned – What did we learn from this communication activity—what worked and what didn’t work?
c) c)     Next steps – What are the next steps that are required or expected from the communication event just completed?

