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[bookmark: _Toc233118071]NSW Government procurement template

	Title
	Communications Plan template

	Owner
	NSW Procurement, Capability & Governance

	Location
	buy NSW



	This template helps plan and manage project communications. It includes sections for project details, communication objectives, stakeholders, key messages, issues, and communication schedules. It also provides placeholders for common communication activities, such as supplier briefings, procurement alerts, staff emails, briefing notes, media opportunities, and website updates, helping ensure timely and effective communication throughout the project.
· This document is a guide only. Any approach to market should be structured around the specific project objectives of the procurement.
· If you’re buying on behalf of a NSW Government agency, you must check whether there’s an agency specific template you need to use.
· User instructions and guide notes are provided to assist users in preparing this document, such as formulating text in accordance with their project; and retaining or deleting optional clauses as applicable. All user instructions and guide notes including this cover page should be deleted after they have been considered/completed. 
· Contents page and page numbers may need to be updated.
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	Last modified
	10 Septemeber 2026

	Version 
	1.0

	Modified by
	Capability & Governance

	Modifications made
	New template applied

	Accessibility
	Checked
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	Project Title:

	Project Manager:
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	Start Date:
	End Date:

	Budget:
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	Name: 
	Position: 

	Business Unit:
	Division: 

	Phone: 
	Email:
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[bookmark: _Toc233118075]Communication outputs
Identify which communications outputs are relevant to your project. This will assist the development of an appropriate plan.
	[bookmark: External_Outputs]External Outputs
	Required

	Face to face client briefing
	Make Selection
	Web based client briefing
	Make Selection
	Procurement alert
	Make Selection
	Media opportunity
	Make Selection
	New or updated contract guide
	Make Selection
	Fact sheet
	Make Selection
	Case study / white paper
	Make Selection
	Agenda item – NSW Procurement Board
	Make Selection
	Agenda item – Procurement Leadership Group
	Make Selection
	New or updated web content (inc. ProcurePoint)
	Make Selection
	Other
	Make Selection





	[bookmark: Internal_Outputs]Internal Outputs
	Required

	Briefing note
	Make Selection
	Staff forum agenda item
	Make Selection
	Advisory Services team
	Make Selection
	Staff e-mail alert
	Make Selection
	Service Centre briefing
	Make Selection
	Other
	Make Selection




[bookmark: _Toc223693779][bookmark: _Toc233118076]Subject of plan
[bookmark: _Toc223693780][bookmark: _Toc233118077]Project overview
Provide a brief description of the project

[bookmark: _Toc223693781][bookmark: _Toc233118078]Communication goals and objectives
What is the reason for the communication? What do you want to achieve?
What are the specific objectives (timely and measurable)?

[bookmark: _Toc223693782][bookmark: _Toc233118079]Stakeholders and audience
Who is impacted by the project? Who needs to know? Who is interested in the project?

[bookmark: _Toc223693783][bookmark: _Toc233118080]Key messages
3-5 key messages
Why does it matter? This is the big picture message to inspire.
What’s in it for the audience?
How will this be done? Make it sound easy.
What action do you want the audience to take?

[bookmark: _Toc223693784][bookmark: _Toc233118081]Critical issues
Include any external or internal issues likely to impact upon communications, or that need to be considered as part of the plan development.
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	[bookmark: Communication_Schedule_External]Audience
	Timing
	Item
	Purpose
	Medium
	Responsible
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