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	Communications Plan
PROJECT TITLE: (e.g. Fete 20xx) 

	Key Contacts name 
	Position 
	Email/phone 
	Approval and date 

	Wendy Smith 
	Principal
	XXX
	YES 

	Ken Jones 
	P&C President 
	XXX
	YES 

	
	
	
	



	PROJECT BACKGROUND 
	DEADLINE DATE

	EXAMPLE: ANNUAL FETE TO BE HELD, HAS BEEN OPERATING FOR 10 YEARS. 
A NUMBER OF SUB CONVENORS OF STALLS AND AREAS NEED HELP


	MAY 20XX

	GENERAL KEY MESSAGE OBJECTIVE
	GENERAL FEEDBACK COMMENTS FROM LAST YEAR’S EVENT

	1. Helpers required (Liaise with sub convenors to assess requirements) SCHOOL COMMUNITY 
2. Goods required (Liaise with sub convenors to assess requirements) SCHOOL COMMUNITY +
3. Come to the Fete, list of activities, features and events, time, location and  SCHOOL COMMUNITY + PUBLIC 
	LAST YEAR WE MISSED THE DEADLINE FOR THE LOCAL PAPER, AND WE HAD A REDUCED NUMBER OF ATTENDEES
Convenors need more time to prepare for volunteer numbers 

	COMMUNICATION ACTIVITIES

	TIMING
	COMMUNICATION TOOL / ACTIVITIES
	TARGET AUDIENCE
	WHO IS RESPONSIBLE 
	STATUS

	EG: Feb 20xx
	School Newsletter advertising DATE CLAIMER and HELP required 
50 words and image required 
	Parents 
	P&C Secretary talk to convenors to check in with requirements 
	Completed 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




COMMUNICATIONS PLAN REVIEW DATE: 
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