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Planning Templates


1. Communication Goals
Use this template to map out your compliance Communications Goals. This will allow you to map out what you want to communicate, to whom, and why. This is the first step to creating a compliance communication plan.
2. Audience Analysis
Now that you’ve figured out what you want to say, identify the ways you want to say it based on a brief audience analysis. List your primary, secondary, and tertiary audiences and your strategy will begin to emerge based on your analysis.
3. Communications Channel Checklist
Once you’ve set your goals and defined your audience, use the Communications Channel Checklist to explore the different ways you can communicate at your organization. You may discover a channel that you never knew you had. You can also map out channel ownership and frequency of communication using this checklist
4. Communications Planner
To keep track of your overall communication plan, use the Communications Planner to list out your tools, frequency 
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Compliance Communication Goals
1
2
3
4
5
6
How can this be measured or shown as a tangible outcome (i.e. what would be considered 
a “successful” implementation in your organization?)

How does this compare to what your organization currently presents as its corporate 
mission, values and beliefs?

What are the overall goals you want to achieve by implementing a compliance 
communication program? Why?

Who makes decisions about these issues?

Who is most affected by these issues?

What compliance issues are most important to your organization right now? Why? 
Are any of these issues critical or time-dependent?
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List any group(s) and individual(s) influenced if you succeed in your goals as listed in Question 4
on the Goals template, and include those listed from Question 3.
These are your secondary audiences.

Audience Analysis
List below the group(s) and individual(s) that you identified in Question 2 on the Goals template.
These are your primary audiences.



List any group(s) and individuals others who can influence primary and secondary audiences. 
This includes those groups listed in Question 5 of the Goals template.
There are your tertiary audiences.
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Channel Inventory & Checklist
INTERNAL TV
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
INTRANET SITE
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
MOBILE
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
EMAIL
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
COMPANY MAGAZINE
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
NEWSLETTER
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
Continued on next page >>
Notes:
Notes:
Notes:
Notes:
Notes:
Notes:

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other
NEWSLETTER
Channel Owner:
       Compliance Office           Corporate Communications
       Marketing            IT            Sr. Management            HR
        Varies          Other

REGIONAL MANAGER MEETINGS
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other

LEARNING MANAGEMENT SYSTEM
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
KEY DEPARTMENT HEADS
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
BULLETIN BOARDS
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
COMPLIANCE SUMMIT
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
MIDDLE MANAGERS – STAFF MEETINGS
Frequency:
       Weekly          Monthly             Quarterly       ___Yearly
       Risk-Based          Event-Based    
       Ad-Hoc          On Going          Other
Notes:
Notes:
Notes:
Notes:
Notes:
Notes:

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other

Channel Owner:
       Compliance Office          Corporate Communications
       Marketing          IT          Sr. Management          HR
        Varies          Other
Channel Inventory & Checklist
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Employees via Managers




UK Directors
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Article/Blog Content




Article/Blog Content & Cartoon





Print


Tone-at-the-Middle Toolkit





Presentation





Video
Library Tool                   Element/Title	         Audience               Channel               Publication Date            Publication Notes

Blog post due to John in Corporate Communications 3 business days in advance.



Add hotline info to end of article.




Send hi-res version to local sites for printing. Ask local HR or OM to post.



Managers should receive kit 10 days in advance.



Conduct brief follow up with managers to ensure effectiveness.

OK to run on kiosks before and after training to reinforce.


10-Oct




19-Oct




23-Oct





1-Nov






19-Nov



12-Dec
Blog:
Ask the
Compliance Officer




Email

Intranet


Bulletin Boards
Email to 
Managers


Face-to-Face



Face-to-Face



Learning Management System

Article:
Understanding
Global Bribery
Law

Article:
Responding to
Bribery in the
Real World
Cartoon:
EthicsLandTM
#AB05

Poster:
Preventing 
Third-Party
Bribery

Tone At the Middle Kit:
Preventing
Third Party
Bribery

Tone At the Middle Kit:
The UK Anti-Bribery Act


Compliance Brief Video:
Avoiding Bribery
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