
Communications Plan

Successful communication is an ongoing effort, not a one-time deal. Communication plans are fluid, 
where they may change over time; particularly in the channels used. Think of building it as a long-
term plan - helping your organization map out how to introduce, increase and refine your brand 
overtime.

Here is how you can develop your communications plan:
What is the purpose of your communication?
Examples of purpose: Awareness of event, increasing awareness of your club/organization, recruiting members 
or volunteers, fundraising, etc. 

Who is the audience you’re communicating to?
Know who your different audiences are: members, spectators, volunteers and the general public. Each target 
audience may require different messaging.

What is the message you are communicating and how do you want to communicate it?
Content: what message are you trying to share — depending on your audience, what language do you want 
to use (formal or informal use of language)? If your organization uses a lot of acronyms internally — using that 
type of language wouldn’t be a good strategy if the audience doesn’t understand them.

How do you want to communicate the message: What communication channels will you use? 
Types of different channels: word of mouth, press releases, news stories, posters, brochures, fliers, social media 
platforms, videos.

Timeline: When to share information?
Pre-event: Give your audience ample time to see your messaging (i.e you will likely reach out to get volunteers 
before you start promoting the actual event itself).

During the event: Give updates to your audience on how things are going. 

Post event: Thank your supporters,participants, spectators, volunteers, community, sponsors and any others 
who impacted the event positively.

Things you may also want to consider:
• Where does your audience live? 
Rural places have a different way of disseminating information than large urban centers.

• Have fun with your messaging.

• Try to stand out — we are bombarded with information these days, so it is easy for your message to get 

lost.  


