WORKFORM A  Communication Plan

Instructions
Use this workform to develop a plan to communicate before, during, and after each task.

1.  Complete a copy of this workform for each of the ten tasks in the planning process.
2.  See Step 1.4 for more information on completing the workform.


	Task
	
	:
	

	A. Start Date:
	
	

	B. End Date:
	
	


	
	C.
Why do they need to know about this task?
	D.
What do they know now?
	E.
What will 
they need to know?
	F.
When do they need to know it?
	G.
How will they be informed?
	H.
Who will be responsible for informing them?

	1. Board/ Governing Authority
	
	
	
	
	
	

	2. Library Managers
	
	
	
	
	
	

	3. Library Staff
	
	
	
	
	
	

	4. Planning Committee Members
	
	
	
	
	
	

	5. Other
	
	
	
	
	
	

	Notes:
	


	Completed by
	
	Date completed
	

	Source of Data
	
	Library
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