Internal Communication Plan Template
Groups can use this template to agree among themselves regarding the types and frequency of communications needed.  See “Communications” section of Follow-through Guidelines for advice regarding each technology.  
	Communication
	Frequency 
	Person Responsible for Set-up or Maintenance
	Comments

	Face to Face Meetings


	
	
	

	Chats


	
	
	

	Copper Phone Meetings


	
	
	

	Webex Meetings


	
	
	

	Web or Drupal Site


	
	
	

	Face-to-Face Meetings


	
	
	

	Email Channel/Group


	
	
	

	Surveys (Survey Monkey) 


	
	
	

	Other


	
	
	


