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Washington State Department of Health

Chronic Disease Prevention Unit
COMMUNICATION PLANNING WORKSHEET
NAME OF PROGRAM:

Program Coordinator:

NOTE: Program Coordinator is the information lead for communication elements.

WHO is the audience?

__ General public


__ Male


__ Female


__ Ages (specify):

__ Ethnicity (specify): 
__ Speakers of languages other than English (specify):


__ Other demographics:


__ State legislators

__ Other elected officials (specify):

__ Community Wellness & Prevention employees

__ Community & Family Health  (CFH) employees

__ Department of Health (DOH) employees

__ Other state agency (specify):

__ Federal agency (specify):

__ Local health jurisdiction (LHJ)

__ Your-guess-is-as-good-as-mine

__ Other (specify):

WHAT needs to be communicated?

__ Special event or community activity
__ New plan, process or method

New information about:

__ Diabetes

__ Heart disease

__ Stroke

__ Physical activity


__ Nutrition


__ Obesity


__ Training programs


__ Program (specify): 


__ The meaning of life


__ Other (specify): 

WHAT is the desired outcome/action of this communication?

__ Telephone requests for information
__ Participants in an event or meeting
__ Increased awareness
__ Better tools for contractors to use with customers

__ Healthier people

__ Happy campers

__ Other (specify):

WHEN does this communication need to take place?
__ Less than one month

__ 2-3 months


__ 6 months

__ Within one year
__ Repetitive communication:


__ annually


__ quarterly


__ monthly


__ other: _____________

WHEN do we want the audience member to respond or take action?

__ Less than one month

__ 2-3 months

__ 6 months

__ Within a year

WHERE does this audience prefer to get this information?

__ Radio






__ Newspaper or magazine

__ Television





__ Internet/Web page

__ Brochure mailed to home or office 



__ Newsletter

__ Binder-type manual with updates



__ CD-ROM
__ Videotape





__ Telephone call

__ Display table/bulletin board



__ Training session

__ Letter






__ Email message
__ Message in a bottle

WHERE can the audience get more information?

__ Toll-free phone line
__ Specific location(s): 
__ Library

__ Internet/Web page
__ Class, seminar, training session

__ Other (specify):

Once a communication medium has been selected:

WHY is a particular communication method/medium being chosen?

__ Our research shows that most of this audience prefers to get information in these ways: __________________
__ State legislators generally do not have time to read reports, therefore we want to provide this information in a one-page fact sheet.

__ Specify: 

HOW will we communicate with this audience about this topic/program? (check all that apply)

__ Radio





__ Newspaper or magazine

__ Television



              __ Internet/Web page

__ Personalized letter

__ Brochure and/or other material, distributed:


__ Direct mailed to home or office


__ At workshops and meetings

__ At community centers and libraries

__ Newsletter

__ Videotape

__ Training session

__ Display table/bulletin board
__ Public forum

__ CD-ROM

__ Internet

__ Email message

__ Telephone 
HOW will we evaluate whether the communication has taken place and has been received by the intended audience?

__ Mailed surveys with incentive for returning (discount for popular training session, inexpensive special gift)

__ Random telephone survey (contracted to market research firm)

__ Surveys/focus groups at training sessions

__ Web-based survey

__ “Call-to-action” included in the communication (return the attached card, register on-line, etc.)

