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Communication Planning Tool
	Circle the type of activity, method and audience:
(1) Type of Activity: (a) Purchase Equipment (b) Project Update ( c) Announcement
(d) Other  

(2)  Method:  (a) Memo  (b) Email  (c) Presentation (d) Other  

(3) Audience: (a) Board or Council  (b) System Owner or Supervisor (c) Customers (d) Other 

	Primary Purpose for Communication:
Is there a specific action or decision required?

	Why is this Important?
1.
2.
3.

	Impacts of Your Decision (Positive or Negative):

	Financial (if applicable)
1)  Cost
2)  Options considered/multiple bids (if applicable)
3)  Source of funding

	Timing, Deadline(s)/Due Date(s):

	Follow Up Plan and Contact Information:
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