Communication Plan Worksheet

]

What is your primary communication goal?

Your goal may be to increase enrollment in a particular program, develop
closer relationships with your alumni, or grow national recognition for your
school.

What do you think is the best way to accomplish your goal?

For example, to grow enrollment in a particular program, you may consider
holding information sessions to generate awareness of the program.

With whom do you want to communicate? What is known about
your audience (quantitative and qualitative demographics)? What
more should you learn about the audience?

What are the benefits and features of the program/school/event
that you believe are of interest to your target audience(s)?

What are the key messages you would like to convey to your
audience(s)?

How do your messages support the following institutional key
messages?

Respected. Engaged. Connected. Portland State University links
intentional academic engagement with the Portland urban area

to provide exceptional opportunities for learning, service, research,
and achievement.

Urban. Sustainable. Combines involvement and expertise in all things
urban with a passion for cultivating all things “green.”

Diverse. Attracts creative and motivated students and faculty who
teach and learn in a diverse community of all ages, nationalities, and
ethnicities.

Opportunity for all. Provides opportunity to all who demonstrate a
genuine commitment to achieve.

Research. Partner. Conducts research and service critical to the economic
development and quality of life of the region and beyond.

International. Surrounded by beauty. Embodies and contributes to the
vision and character that make Portland a progressive, entrepreneurial
city with growing international connections.

PORTLAND STATE UNIVERSITY

COMMUNICATION PLANNING WORKSHEET



Communication Plan Worksheet (cont.)

[]  Whatimages best convey your messages?

[] What communication tools would best help accomplish
your goal?

1. Public relations: news release, media advisory, or story pitch

2. Online strategies: e-mail invitations and notices, e-newsletters,
online calendar listings, www.pdx.edu profiles and feature stories,
advertising on search engines, etc.

3. Web site development: comprehensive information

4. Direct mail: post cards, search pieces, letters, etc.

5. Publications: brochures, catalogs, booklets, posters, flyers, etc.

6. Community relations: speaking opportunities, special events, tours,
strategic partnerships, etc.

7. Advertising: print, outdoor, broadcast, online, etc.

a. Why do you think advertising is a good way to reach
your audience?

b. What media vehicles work best at reaching your audience?

c. When is the most strategic time for you to run ads?

] What kind of financial and human resources do you have to
accomplish your communication goals?
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