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1. Identify your destination.
· What is the desired reaction and behavior you want from you audience/constituents? 

· What specifically do you want, not want them to understand XE "understand" , believe, say about you, do? 

2. Be explicit about unstated Xs. What do you want listener to think about you? 

3. Assess current reality.  
· What does your audience/constituency currently understand XE "understand" , believe, say about you? Why? 

· Develop a risk management XE "management"  plan XE "plan"  including: potential obstacles, negative rumors, sabotage, legal requirements, unintended consequences and scenarios.

4. Reevaluate destination in light of assumptions about audience.

5. Bridge the gap. 
· What do people need to be aware of, understand XE "understand" , and believe to move from current reality to your destination? 

6. Develop core messages and key communication points (maximum 3 core messages). Something like:
(a) Here’s the situation, 

(b) Here’s the nuance/context/complications we’re dealing with, and

(c) Here are the key questions, ideas, recommendations, etc. that we want to discuss right now (whatever is relevant for the conversation at the time) to make sure that everyone is following the conversation.

7. Package the message.

· How should core messages be packaged for optimum effectiveness? 

· What kind of supporting data do you need?

· What is your key opening message?

· What is your key closing message?

8. Deliver the message. 
· What are the best vehicles to reach your audience or constituents? What is optimum combination? What is the best timing to release the message XE "message" ? Who and what influences whom? 

· How do you best plant the follow-up seeds?

9. Evolve.
· How should you modify your message based on what you’ve learned from your conversations and interactions with others?
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NEW LEADER'S 100-DAY ACTION PLAN


Tool 2.4 – Communication Planning









This form is described in The New Leader's 100-Day Action Plan by George Bradt et. al. (5th Edition) and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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