Doc Ref:  <Document Reference Number> 
AP.080 Communication Campaign
XXX 0, 0000

AIM

AP.080 Communication Campaign

<Company Long Name>
<Subject> 
Author:
<Author>
Creation Date:
May 20, 1999
Last Updated:
XXX 0, 0000
Document Ref:
<Document Reference Number> 

Version:
DRAFT 1A

Note: Title, Subject, Last Updated Date, Reference Number, and Version are marked by a Word Bookmark so that they can be easily reproduced in the header and footer of documents.  When you change any of these values, be careful not to accidentally delete the bookmark.  You can make bookmarks visible by selecting Tools->Options…View and checking the Bookmarks option in the Show region.
Approvals:
<Approver 1>


<Approver 2>


Note: To add additional approval lines, press [Tab] from the last cell in the table above.


 

Copy Number
_____

Note: You can delete any elements of this cover page that you do not need for your document.  For example, Copy Number is only required if this is a controlled document and you need to track each copy that you distribute.

Document Control

Change Record

4
Date
Author
Version
Change Reference






20-May-99
<Author>
Draft 1a
No Previous Document
















Reviewers

Name
Position
















Distribution

Copy No.
Name
Location





1 
Library Master
Project Library

2 

Project Manager

3 



4 



Note: The copy numbers referenced above should be written into the Copy Number space on the cover of each distributed copy.  If the document is not controlled, you can delete this table, the Note To Holders, and the Copy Number label from the cover page.

Note To Holders:

If you receive an electronic copy of this document and print it out, please write your name on the equivalent of the cover page, for document control purposes.

If you receive a hard copy of this document, please write your name on the front cover, for document control purposes.

Contents

iii

Document Control

Introduction
1


Purpose
1


Overview
1


Target Group Analysis
3


Communication Campaign Matrix
4


<Communication Theme>
4


Communication Matrix
4


Communication Agents
4


Logistics and Resource Checklist
5


Work Plan for the Communications
5


Open and Closed Issues for this Deliverable
6


Open Issues
6


Closed Issues
6


Appendix - Using Communications to Build Various Levels of Commitment
7




To update the table of contents, put the cursor anywhere in the table and press [F9].  To change the number of levels displayed, select the menu option Insert‑>Index and Tables, make sure the Table of Contents tab is active, and change the Number of Levels to a new value.

Introduction

Template Instructions
The Template Instructions are formatted as hidden text and are intended for the author of the document only.  Delete this section after completing this document.

General hints for completing Adoption and Learning Process templates:
- This template contains suggested headings, text, and formatting intended to speed the creation of the deliverable.  You may delete or add components to suit your objectives.
- To include hidden text when printing the document, select File, Print…, Option…, Print tab, check Hidden Text.
- To format (or undo) selected text as Hidden, select Format, Font…; check Hidden under Effects.
- To add lines to a table, press [Tab] from the last cell in the table.
- Text that appears between <single carrots> is either a variable to be replaced manually, or instructions for completing the field.  Delete or replace all carrots before distributing the document to the client.
- <Blue, highlighted text> represents a variable that may be defined and replaced automatically upon creation of the deliverable.
- To protect the document so that revisions will show, select Tools, Protect Document…, Revisions.  Add a password if you do not want someone to be able to remove the Protect function from the document.  To set options for revisions, select Tools, Revisions… and choose your option.


Purpose

The purpose of this document is to create the communication campaign around key themes over time, such as the executives’ project vision, the kick-off events, the change impact from the project, the project progress, and go-live events.  The communications will support the change effort and provide the vehicle for generating the two-way communications.  The communication campaign also includes key measures for evaluating the effectiveness of the communications and reinforcement.  Altogether, the campaign enables you to design, produce, deploy, monitor, adjust and evaluate the communications on an on-going basis. It is updated on a continual basis throughout the life of the project.

Overview

This document includes the following components:

Component
Description




Target Group Analysis
Highlights key profile factors for targeted audience(s).

Communication Campaign Matrix
Highlights the components of the communications for this phase:  communication events, audiences, objectives, key messages, media, timing, effectiveness, reinforcement, etc.

Appendix
Using Communications to Build Various Levels of Commitment

We recommend a communication specialist complete all steps.  Alternatively, the project manager could handle core steps 1, 5, 6, and 7.

Target Group Analysis

Fill out a table for each target audience group at critical phases of the project.

The Target Group Analysis includes the following audience groups:

The table below presents our target audience groups with their expectations, concerns, issues based on insights and measurements consolidated.  The better understanding of the target audience groups shapes the effectiveness of the communication campaign.

Sample of Communication Profile might include:
- Members of the same department share information
- Could identify an informal leader
- Have social activities
- Have regular department meetings
- See their manager to obtain information
- Use the feedback mechanism in place

Audience
Expectations
Concerns
Issues
Consequences
Communication Profile
Most Frequently Asked Questions

















































Communication Campaign Matrix

Complete the communication matrix below for each communication milestones; suggested themes include:
- Project Vision
- Kick-off Events
- Change Impact
- Project Progress
- Go-Live Events

<Communication Theme>

Detail the theme here:

Communication Matrix

Capture the highlights of the communications below:

Audiences
Media
Source of Communication
Objectives as per required Levels of Commitment
Communication Events (including Reinforcement & Measurement)
Key Generic and Tailored Messages (per audience)
Time Line

























































Communication Agents

The following shows how communication agents are associated to communication tasks or events.  This is also reflected in the work plan below.

Communication Agent
Task Force or Event
Description of Involvement

























Logistics and Resource Checklist

The following table lists the logistic and resource requirements for the planned communication events.

Event
Location
Date/Time
Equipment/Supplies
Other
Person Responsible


















































Work Plan for the Communications

Choose the format in use, for example, Project Plan, PVCS Tracker to integrate this work plan.

Below are the activities required to produce and deploy the communication events, with integrated sequence of events, resources, start and end dates, overlaps, etc.

….

….

….

Open and Closed Issues for this Deliverable

Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

ID
Issue
Resolution
Responsibility
Target Date
Impact Date




































Closed Issues

ID
Issue
Resolution
Responsibility
Target Date
Impact Date
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The communication objectives build distinct levels of commitment. The table below shows the objectives that we want to achieve to create the required commitment through the communications in this phase.

Level of Commitment
Objectives







Awareness 

I know it is happening

create a clear compelling vision 
support cultural changes 
keep stakeholders inform on project
create a two-way communication

Understanding

I know what is happening

encourage congruency of messages among change leaders
facilitate ongoing communication
provide mechanism to be in touch with stakeholders

Support

I support what is happening


promote shared ownership 
keep the decision-makers up to date
actively involve people in the change process
nurture trust in and credibility of the project 
favor project buy-in on all levels of the organization

Involvement

I am doing X to make it happen
create the environment so that leaders are involved 
be proactive regarding people reactions
facilitate project follow-up by change leaders
measure our communication effectiveness to be aligned with stakeholders needs

Commitment

I will do what is takes to make it happen
manage expectations, reactions or human issues during changes 

guide leaders’ involvement 
facilitate transparency of the project among change teams
create change momentum leading to acceptance of the new technology
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