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Key communication templates

	Project plan & schedules

	Create a milestone chart that will show all tactics and what needs to be done by whom and by when. 

	Task owner
	Date due
	Task description

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


	Audience communication template

	Create a chart of all key audience segments with key messages, tools, frequency and the person responsible to communicate with them.  

	Audience
	Key messages
	Platforms/Tools
	Frequency
	Responsibility

	
	1.

2.


	 
	
	

	 
	1.

2.

	 
	
	

	 
	1.

2.

	 
	
	

	 
	1.

2.


	 
	
	

	 
	1.

2.


	 
	
	

	 
	1.

2.


	 
	
	


	Project plan & schedules

	Create a milestone chart that will show all tactics and what needs to be done by whom and by when. 

	Task owner
	Date due
	Task description

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


	Crisis communications team

	Name & title
	Role & responsibility
	Contact information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Crisis spokespersons

	Name & title
	Expertise
	Contact information
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