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Communications proposal form
This form can be used to help you plan your communications activity to ensure maximum success and impact.
	Title
	Title or working title

	Project lead
	Name

	Summary of why you’re doing the activity and what you’re trying to achieve
	What are you broadly trying to achieve and what will the benefits be to your audiences?

	Audiences, their concerns/ interests and characteristics
	Who exactly is this communication aimed at? (Be as specific as possible in terms of job title, geographical location, and sector)
What do you think might be the key concerns/interests of this audience?
Are there any characteristics specific to this target group? eg. their level of technical knowledge, previous experience/interest of the topic, the nature of their work, time available

	Key messages


	What are the key messages you would like to get across to the audience? 
How do your project messages tie in with JISC's corporate themes and messages?

	Deadlines and key dates
	What are the key dates?


	Communication outputs


	What type of output best communicates your message (eg. webpage, event, briefing paper, report, case study, toolkit, how to guide, video or podcast, article or news item, newsletter).
Which format is your audience most likely to engage with/respond to and which you think will most successfully convey the messages you need to get across (eg. digital or print publication, multi-media, website, blog, conference, workshop or meeting.)
What style of communication do you want to use eg. formal, informal, technical?

	Dissemination and distribution channels


	Which organisations and individuals can you use to reach this audience and what kind of promotional 

 FORMTEXT 
media or tools do they use that is suitable for your audience and message?
How will your communication be circulated / publicised? (eg. website (RSS), social media tool, press and public relations, conference or event, newsletter item, mailing list, mail out, word of mouth, corporate branding).
Are there specific events / activities you wish to tie this communication in with?
What size is the target audience (number of copies / attendees)? How long is the shelf-life of the communication?
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	Budget and lower cost options

	Total costs and a breakdown of costs

Are there lower cost options?

How does this activity represent value for money?


	Measurement of success
	How will evidence be gathered to demonstrate the effectiveness of your communications activity? Think about qualitative and quantiative methods of measuring value and impact. Consider different ways of measuring and evaluating the activity.
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