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Communication Plan Worksheet

It is okay to repeat information across rows when completing the workshop. Once all the information is compiled, you can then identify and group common communication activities to avoid duplication. 

You can add rows to this worksheet as needed.
	TARGET AUDIENCE 
List who you need to communicate to
(e.g., Board, staff, athletes)
	GENDER EQUITY GOAL(S) 
List the goals to be communicated (e.g., SMART goals from your gender equity plan)
	GENDER EQUITY ACTIVITIES/ INITIATIVES
List the activities/ initiatives to be communicated 
(e.g., Learn to Play event for girls aged 6-8)
	COMPELLING DATA/STORIES 
Summarize data/ stories to be communicated
(e.g., only 10% of our membership is female; this is a huge opportunity for growth)
	COMMUNICATION CHANNEL(S) 
List the channels you’ll use to communicate 
(e.g., social media, Board meeting, webinar)
	DELIVERY 
Identify who will deliver the message and how 
(e.g., infographic, PPT, video)
	FREQUENCY
Indicate how often you will communicate with each group (e.g., quarterly)
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