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Communications Planning Tips and Support
What is a Communication Plan?
A Communications Plan describes how you intend to communicate the right messages to the right people at the right time.  A communication plan is a written document that describes: 
· what you want to accomplish with your initiative communications (your objectives), 
· ways in which those objectives can be accomplished (your goals), 
· to whom your communications will be addressed (your audiences), 
· how you will accomplish your objectives (the tools and timetable), and 
· how you will measure the results of your programme (evaluation) and debrief to provide insights for future planning. 
When do I use a Communication Plan?
Whenever you have a variety of audiences to communicate with, then you should record your communications formally in a Communication Plan.  A clear Communications Plan is vital to the success of an organisation. It is also critical to the success of projects, as it ensures that everyone involved is kept properly informed of the progress of a project. The best time to perform Communication Planning is during the start-up phase of a project. This will ensure your Communication Plan includes the tasks needed to communicate effectively throughout the entire project life cycle.
Benefits of a Communications Plan:
A written communication plan will 
· give your day-to-day activities a focus, 
· help you set priorities, 
· provide you with a sense of order and control, 
· help get others to support your project, 
· protect you against last-minute, seat-of-the-pants demands from others, and 
· prevent you from feeling overwhelmed, offering instead peace of mind. 



Types of communications:
Communications takes many forms from non-participatory to fully participatory and includes all written, spoken, and electronic interaction with audiences. 
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When to Develop the Plan
The best time to develop your overarching plan is in conjunction with your budgeting or organisational planning process or at the beginning of a project.  See the communications plan template provided.





Communications Support
Te Pūtahitanga o Te Waipounamu work with Maui Studios and Ariki Creative to help provide some of the services to help with marketing and communications planning. Speak to your Contract Advisor to determine whether these services could be helpful for your initiative. You may need to budget for some of these costs. We also have a communications specialist who can provide advice and help you share your stories.
Services we can help you with are:
WHĀNAU ORA DIRECTORY
This is an online search directory for Whānau Ora organisations. Opt in to having a listing for your kaupapa.  Te Puni Kōkiri also have a listing of Whānau Ora entities online. Talk to your Contract Advisor if you want to be listed on either of these public directories.
WEBSITE DEVELOPMENT
Having a web presence is important to making your kaupapa easily accessible and contactable. 
LOGO/BRANDING PACKAGES
Having a Logo helps you stand out, look professional and gives your customer a symbol to anchor to. 
GRAPHIC DESIGN FOR PRINT MEDIA
Business cards, Flyers, Posters are attractive keepsakes for your customers to take away with them. 
DIGITAL STORIES 
Te Pūtahitanga o Te Waipounamu uses digital stories to promote your kaupapa and share Whanau Ora outcomes. Talk to your Contract Advisor about this opportunity to share your story digitally.
SOCIAL MEDIA TRAINING 
The internet and marketing are a powerful tools for developing your community and broadening your influence and reach to whānau and other stakeholders. Talk to your Contract Advisor to see what training is available.


MEDIA 
It is always good to be proactive in the media by having a plan to pitch your story to them or invite reporters to events. Talk to your Contract Advisor to see what training is available or contact Te Pūtahitanga o Te Waipounamu Communications for support.  Don’t forget that we can share your story through our channels.
Key communications contacts: 	
Māui Studios: kiaora@mauistudios.co.nz, 022 081 6283
Ariki Creative: info@arikicreative.com, 021 023 828 22
Te Pūtahitanga o Te Waipounamu Communications: info@teputahitanga.org, 021 728 220
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