Project Communications – Kick-start Comms Audit

Interview Checklist
· What has been communicated about the project to date?  (get copies of any newsletters, etc.)

· How have people responded to news of the project?

· What have they been told about timescales, etc. and future communications?

· What are the different constituencies/stakeholder groups?

· Directors

· Management teams

· Staff affected

· Others?

· Who needs to be “bought in”?

· Whose expertise do we need?

· Who needs to know what’s going on?

· Who do we inform out of courtesy?

· What are the objectives of communicating with each of these groups?

· Information/Understanding

· Commitment/Support?

· What do each of them need to know?

· Project objectives, methods, people involved, progress etc.

· How should we inform/involve them( – by stakeholder group)?

· Launch communications - briefings, “roadshows”, newsletter, core presentation, question/answer sheet, etc.

· Ongoing communications - do we need a project -specific medium e.g. project update

· What are the main methods of communication within the division currently?

· House journal

· Newsletter

· E-mail bulletin

· Video conference

· Managers meetings

· Departmental meetings

· Team briefings

· Noticeboards

· Other

· Trade unions

· Which work well?  How can they be used by the project?

· What is the right balance between hardcopy/electronic/face-to-face?

· How skilled are line managers at face-to-face communication?

· How should we brief those directly involved in the project e.g. interviewees, workshop participants, etc.?

· How should we keep them informed/involved e.g. confirmation/follow-up/ongoing briefings/forums?  Event planner?

· How could the project structure (steering group(s), implementation team(s) be used to help communications/involvement?

· How has progress on other projects/change initiatives being communicated?  What has worked well/less well?


