	Stakeholders – 

by name if known.

(In the department, organisation, partner organisations, wider  community,  service users?)
	Purpose of communication

(Engage, Sustain interest, Celebrate and share? What do you want them to do?)
	Key messages to be communicated

(To do this, what do they need to know?  Which questions should be answered?)
	Timing of communication

(Stages of project, specific times, frequency)
	How are you going to communicate?
(eg routine report, flyer, newsletter, poster, case study, social media, video, blog)
	Who is responsible?
(Who will do the communicating?  What do they need to know?)
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