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	Audience
	Topic
	Message
	Status
	Owner

	Audience 1
	Technical key points to convey
	SUBJECT:
Actual message to be sent to users
	Draft, Final, Sent @ <date+time>
	Pete

	Audience 2
	Non-technical key points to convey
	SUBJECT:
Actual message to be sent to users
	Draft, Final, Sent @ <date+time>
	Mary
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Message Sequencing

	Audience
	Sender or Presenter
	Message
	Date
	Status

	ITS leadership
	CIO
	presentation—see Audience 3 talking points, below
	2/12/2014 @ 9am
	scheduled

	ITS staff
	Communications
	email—see Audience 1, below
	2/12/2014 @1pm
	scheduled

	Campus IT community
	CIO
	presentation—see Audience 3 talking points, below
	2/14/2014
	scheduled

	Campus
	Communications
	web site news story—see Audience 2, below
	2/15/2014
	scheduled



Messages
	Audience
	Topic
	Message
	Status

	Audience 1
(such as “ITS staff)
	Technical key points to convey
	SUBJECT: Subject line
Actual message to be sent to users
	Draft or Final

	Audience 2
(such as Campus)
	Non-technical key points to convey
	SUBJECT: Subject line
Actual message to be sent to users
	Draft or Final

	Audience 3
(such as ITS leadership)
	talking points for presentation
	Actual list of talking points here
	Draft or Final



Additional details considered in this plan:
· Pre-notification: Who needs to be notified in advance of the main announcement?
· Post-notification: Who needs to be contacted after the main announcement for confirmation of completed work or with follow-up questions? 
· Message sequencing: The table at the top that lists all of the messages in the second table, the order in which they will be sent, and who is responsible for sending that message
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