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The goal of the OLIS adoption project communications plan is to educate and inform stakeholders about the initiatives included in the OLIS adoption project. A critical success factor for the project is the engagement and participation of stakeholders in all aspects of the project’s delivery cycle. Stakeholders should be encouraged to adopt and support changes in processes and tools related to OLIS. As a result the communications plan should be developed from a stakeholder perspective. Existing communication channels and processes at the organization should be leveraged where possible. The communications plan outlines the list of items to be communicated, to whom they are communicated, and when they are communicated. The communications plan takes advantage of key messages and themes, different communication types, and uses a variety of communication mediums.
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Sample Communication Plan Details












( Indicates item is listed in Communication Calendar
	#
	Stakeholder / Audience
	Stakeholder Needs / Concerns
	Goals / Objectives
	Message(s)
	Method
	Responsible
	General Timing

	General

	Introduction of Project to Staff

	1. 
	Clinical Staff
	· How does this impact/benefit patients?

· What do I need to do to accommodate?

· How does this benefit my job?
	· Educate employees about project objectives, expectations and benefits
	· Objectives 

· Requirements
· Expected benefits 
· High level plans
	Regular Dept Team Meetings
	Organizer:  
Content Provider:  
Reviewers:  .
Presenter:  .
	Monthly
(start DD-MM-YY)

	2. 
	Laboratory Staff
	· How does this impact/benfefit lab workflows?

· What do I need to do to accommodate?

· How does this benefit my job?
	· Educate employees about project objectives, expectations and benefits
	· Objectives 

· Requirements
· Expected benefits 
· High level plans
	Regular Dept Team Meetings
	Organizer:  
Content Provider:  
Reviewers:  .
Presenter:  .
	Monthly
(start DD-MM-YY)

	3. 
	Administrative Staff 
	· How does this impact/benefit the hospital?

· What do I need to do to accommodate?

· How does this benefit my job?
	· Educate employees about project objectives, expectations and benefits
	· Objectives 

· Requirements
· Expected benefits 
· High level plans
	Regular Dept Team Meetings
	Organizer:  
Content Provider:  
Reviewers:  .
Presenter:  .
	DD-MM-YY

	4. 
	
	· 
	· 
	· 
	
	
	

	High Level Project Status Updates to Employees

	5. 
	Clinical Staff
	· How is the project progressing?

· Are we on track?

· Has anything changed?
	· Educate employees about project status
	· Timelines

· Progress to date

· Achievements
	Town Hall
	Organizer:  
Content Provider:  
Reviewers:  .
Presenter:  .
	DD-MM-YY

	6. 
	Laboratory Staff
	· How is the project progressing?

· Are we on track?

· Has anything changed?
	· Educate employees about project status
	· Timelines

· Progress to date

· Achievements
	Regular Dept Team Meetings
	Organizer:  
Content Provider:  
Reviewers:  .
Presenter:  .
	Monthly
(start DD-MM-YY)

	7. 
	Administrative Staff
	· How is the project progressing?

· Are we on track?

· Has anything changed?
	· Educate employees about project status
	· Timelines

· Progress to date

· Achievements
	Project Newsletter
	Organizer:  
Content Provider:  
Reviewers:  .
Presenter:  .
	Monthly
(start DD-MM-YY)

	8. 
	
	· 
	· 
	· 
	
	Organizer:  
Content Provider:  
Reviewers:  

Presenter: 
	

	Presentations to Executives

	9. 
	Board of Directors
	· How is the project progressing?

· Are we on track?

· Has anything changed?
	· Inform Board of Directors about 
status of project
	· Timelines

· Progress to date

· Achievements
	Meeting

Presentation
	Organizer:  
Content Provider:  
Reviewers:  

Presenter: 
	As scheduled

(

	10. 
	OLIS Joint Steering Committee
	· How is the project progressing?

· Are we on track?

· Has anything changed?
· What items have been escalated that need to be resolved?
	· Inform Steering Committee about 
status of project
	· Timelines

· Progress to date

· Achievements
	Meeting

Presentation
	Organizer:  
Content Provider:  
Reviewers:  

Presenter: 
	Monthly

	11. 
	
	· 
	· 
	· 
	
	Organizer:  
Content Provider:  
Reviewers:  

Presenter: 
	

	Category

	Sub-Category

	12. 
	
	· 
	· 
	· 
	
	Organizer:  
Content Provider:  
Reviewers:  

Presenter: 
	

	Category

	Sub-Category

	13. 
	
	· 
	· 
	· 
	
	Organizer:  
Content Provider:  
Reviewers:  

Presenter: 
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	wk
	Mon
	Tues
	Wed
	Thurs
	Fri

	27
	JULY 4
	5
	6
	7
	8

	
	
	
	
	
	

	28
	11
	12
	13
	14
	15

	
	
	
	(#9 – Presentation to Executives 
Board of Directors
	
	

	29
	18
	19
	20
	21
	22

	
	
	
	
	
	

	30
	25
	26
	27
	28
	29
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