Communications Worksheet for Imagine Academy
I.  Project Purpose
· Key Idea:

· Key Idea:

· Key Idea:

II. Opportunities and Challenges
· Why is this a good time for this activity?


· What are the anticipated communication challenges?


· What are the anticipated communication opportunities?


III. Communication Goals
· What are you trying to accomplish with communications?



IV. Core Messages and Branding
· The library’s key message is:




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.
· Internet Sources


· Local Newspapers



· Local News Media (Television and Radio
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· Other media assets



· Identify the best channels to reach target audience.





· 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 or download from Imagine website.

· What is the project timeline and how much communication is needed.



· Conduct an event audit (pre-existing and created)




· Choose best channels to alert stakeholders, media and designated audiences.



VI. Develop Benchmarks, of Success (Evaluation)
· What will be your measures of success?
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