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Engagement & 

Communications 

Plan 

A working document through the life of the change detailing the 

planned communications, their current status and their success  

Use in… Leading change Engaging people 

in change 

Delivering change 

Why would I create 

this? 

We need to understand and manage  the specific 

communications which need to be done as part of the change 

ensures all are delivered on time, to a good quality, and can be 

measured. 

What is the content? The content details specifically  what communications are going to 

happen, when they are going to happen,  who will create and 

who will deliver the communication, the description of the type 

of communication and the key message, the current status, 

how success will be measured and the outcome. 

Once a project is formed,  while much of the plan will focus on 

communications to stakeholders, the internal project 

communication also needs to be  considered and detailed. 

The Change Brief, the Stakeholder Log, and the Engagement 

Strategy & Approach are all key inputs. 

Who owns this 

document? 

Change Sponsor 

Who typically will 

write the document? 

Engagement and Communications Lead or Business Lead or 

Business Change Manager or Project Manager (acting as BCM)  

To be created in the 

change stage… 

All stages 

To be used in the 

project stage… 

All stages 

Tips on tailoring 

Small 

Create an engagement & 

communications plan 

Medium 

Create an engagement & 

communications plan 

Large 

Create an engagement & 

communications plan 

 


