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Setting Up Communications for Success

1. Roles: Identify the general communication roles you need, the responsibilities each role will carry, and who 

will fill each role.

	KEY ROLES NEEDED
	RESPONSIBILITIES
	PERSON WHO WILL FILL ROLE

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


2. History and Status of Communications in Your Organization. What is the current status of communication in the organization? What historic or current factors exist that might influence, positively or negatively, your communication success?

     
3. Communication Philosophy Statement. Write a few affirmative statements that clarify the philosophy, values, and intent of your change communications. Also list any parameters that influence the general design and delivery of communications.

     
4. Conditions for Success. List the conditions you need for successful communications on this change. Identify whether these conditions are currently in place or not, and who you need to speak with to get them in place or keep them in place.

     
	CONDITIONS FOR SUCCESS
	IN PLACE/NOT IN PLACE
	PERSON TO ADDRESS
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