Communications Plan Basics for Imagine Academy
[bookmark: _GoBack]A Communications Plan will help you get the right information to the right people at the right time.  Each library will have different strategies, depending on the target audience they are attempting to reach.  Identify a target audience and then follow these key steps:

I.  Project Purpose
· Using the marketing information found on Imagine Academy administrative site, clarify what you are communicating with 2 to 3 key ideas.

II. Opportunities and Challenges
· Describe the current context, background, in which your work will take place.
· Why is this a good time for this project?
· What are the challenges you anticipate?
· What communications, opportunities and challenges are evident?

III. Communication Goals
· What are you trying to accomplish with communications?
· Examples:
· To generate interest and participation in our efforts by a wide spectrum of people.
· To develop a brand identity that is catchy, clear and easily understood.

IV. Core Messages and Branding
· Develop key messages and a brand linked to values.

V. Communication Activities (tactics)
Internal communications
· How will you communicate with staff, major stakeholders and project teams about meeting times, events and updates?  How often?
External Communications
· Conduct a media audit to assess your media assets.  List local media, interested reporters, etc.
· Identify the best channels to reach priority audiences.
· How will you use traditional and non-traditional, most effectively? Press releases, Letters to the
editor, photos, Facebook
· Utilize the Idaho Imagine Academy branded marketing materials -- access from Rick Kennedy at the Idaho State Department of Education
· Integrate communications efforts with project timeline 
· For each event, milestone and effort, brainstorm a communications strategy
· Include clear deadlines and key drivers
· Conduct an event audit (pre-existing and created)
· Choose best channels to alert stakeholders, media and designated audiences.

VI. Develop a budget

VII. Develop Benchmarks, of Success (Evaluation)
Choose measurement methods:
· Develop realistic targets (e.g., how many FB “likes,” how many attendees at event)
· Set up a tracking system (save press articles, letters, media interviews)
· Assess which channels are working.
