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First, an honest self-appraisal of your program is required, with special emphasis on the department’s analysis of its strengths and challenges, opportunities and threats (SCOT).  Complete the following before moving on to the communication matrix.

Mission – Describe what business you are in.  This requires a clear, focused sense of purpose and direction: 

	

	


Research – Clearly identify the department’s target markets and learn everything possible about them. What they perceive, what they value, what’s important to them and who they listen to -- then develop messages that fit each. The age of one-size-fits-all schools and communication is over. Research methods can be as simple as looking around and listening, reading a report, having a conversation, or as elaborate as conducting a survey or engaging a community in facilitated focus group sessions.

MARKET/CUSTOMER ANALYSIS

Target Market - Who are the customers?  We will be providing services primarily to:

	Customers:
	Check All That Apply:
	% Of Business

	Administrators:
	
	

	Board of Trustees:
	
	

	Faculty:
	
	

	Staff:
	
	

	Volunteers:
	
	

	Consumers:
	
	

	Donors:
	
	

	Local Public Activists:
	
	

	Other:
	
	

	Other:
	
	

	Other:
	
	


We will target customers by:

	Research Method
	Findings From Research



	
	

	
	

	
	

	
	


Budget:

What is our budget in regard to marketing/communications?

How much will our program spend on marketing our services this coming year? 

$________________

How much time will our staff spend on marketing our services this coming year?

 ________________

How competitive is the market?

	High
	

	Medium
	

	Low
	


A.  Customer Assessment:

	Specified
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	What Do They Value?


	
	
	
	

	What Are Their Goals?


	
	
	
	

	Who Do They Listen To?


	
	
	
	

	What are Their Needs/Wants?


	
	
	
	

	What Are Their Challenges?


	
	
	
	

	What Benefits Does Our Program Provide Them?


	
	
	
	

	What Qualities Make Our Product/Services Unique To Them?


	
	
	
	

	How Do Our Services Further Their Goals?


	
	
	
	

	What is the Price/Cost To Them in Utilizing Our Program?


	
	
	
	

	What Position Do We Want To Hold in The Marketplace in the Mind of Our Customers?


	
	
	
	


B.  Program Assessment:  

	Product/Service, 

What it Does:
	

	Strengths:
	

	Challenges:
	

	Opportunities:
	

	Threats
	

	Market Share (% of target market your program serves):
	

	Price/Strategy:
	

	Materials/Supplies, Where Will You Get Them?
	

	Product/Service Special and Unique FEATURES (characteristics) to Emphasize:
	

	Product/Service Special and Unique BENEFITS to Emphasize:
	

	What Kind of Image Do We Want to Have?
	

	Environmental/Geographic Considerations:
	

	Economic Factors:
	

	Legal/Governmental Considerations:
	

	Advantages/Disadvantages Over Competition:
	

	Factors Affecting Our Market Over Which We Have No Control:
	


C.  Competitor Assessment:

Who are our competitors? Complete the following for each of your competitors.

	Competitors
	#1


	#2
	#3
	#4

	Address:
	
	
	
	

	Years in Business
	
	
	
	

	Market Share (% of market served)
	
	
	
	

	Price/Strategy
	
	
	
	

	Product/Service Special and Unique Features
	
	
	
	

	Strengths
	
	
	
	

	Challenges
	
	
	
	

	Opportunities
	
	
	
	

	Threats
	
	
	
	

	Similarities To/

Differences From Your Product/Service
	
	
	
	


D.  Planning – Goals and Objectives.  Strive for SMART (Simple, Measurable, Achievable, Resources, Tasks).  Complete the following matrix using information from the previous pages and the “Marketing Elements” handout from the Communications Department. Develop the Action Plan: strategies/tactics to reach the objectives.

	Objective
	Key messages
	Strategies, Tactics

Action steps
	Person responsible
	Timeline


	Measurement
	Budget

Resources needed

	Department Goal 1: Student Achievement/Program Accountability – 



	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	Department Goal 2:  Partnerships 



	1.


	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	


	Department Goal 3:  Staff Development



	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	Department Goal 4:  Technology



	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	


	Department Goal 5:  Employment Opportunities



	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	Department Goal 6:  Communication



	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	


While completing your assessment and action plans keep the following in mind:

Execution and Monitoring 

Assign a keeper of the plan to make sure that action plans are carried out as designed or to pull the planning team together to redirect efforts, if needed. Ongoing monitoring system to track progress and to break each objective into small, accomplishable steps

Communicating

Schedule times to meet/deadlines

Evaluating

Formative – subjective, ongoing during the process

Summative – conducted when campaign is over and the result known. Focuses on why we were, or weren’t, successful and how we might do a better job on a similar effort in the future. Learn from our mistakes – or successes – so we do better in the future.
PAGE  
2
DRAFT Template - <Department/Division> Communication Plan <Date>


