Annex 2
Communications Plan Guidelines, Tools and Template

[bookmark: _GoBack]This section contains the guidelines, examples of communications tools, and template to develop communications plan for your joint action project. The first and second part of document is for your reference. The last part, communication template, needs to be filled in and submitted along with your full proposal.

A. Guidelines 

The communications plan for individual projects must be adapted to the needs both of the researchers and the boundary partners. These guidelines can increase your project’s value as knowledge and action resource for policy makers and other actors. The needs and preferred modes of communication of your project’s boundary partners may be diverse. These guidelines can help tailor your project’s outputs and activities to match these diverse needs. 

Please ask the communications team in the SUMERNET Secretariat for guidance or assistance whenever needed.

· Be interactive – our goal is to invite dialogue, not just to unilaterally convey information. This means events must facilitate interaction with our boundary partners, and other communications tools to encourage interaction. 
· Engage all project (and where possible SUMERNET) partners, to make the most of their available networks and leverage their local, national and regional knowledge and connections. 
· Present materials in different formats, long- and short-form, with different levels of depth and complexity – from articles for peer-reviewed journals, to technical reports, to policy briefs, brochures, web articles, and multi-media presentations. 
· Provide multiple entry points, recognising that no single event, newsletter, website or publication will reach everyone, but all should make it easy to engage more deeply with your project. 
· Multi-lingual – To reach other audiences especially at the local level, publications and outreach may need to be also produced not only in English but also in the other languages of the Mekong Region countries. 
· Build capacity – Among your project’s partners, to help them to effectively communicate with policy-makers and general audiences, and among your boundary partners, for whom engagement with your project could be a way to strengthen their own knowledge and skills. 


B. Communications tools and outputs
	This section is designed to help you gather the information needed to plan communications for your project. This table is an example to guide you through the audience, tools, etc. You can adjust it as necessary to fit with your project. 



	Note: Please list audiences (the boundary partner is identified as an audience) in order of priority, and do not list more than 3 primary audiences.  Communication avenues include publications, web-based materials, social media, events, and other options; a single communication avenue may serve multiple audiences.  If a project has multiple stages with different audiences and goals, please complete separate boxes for each stage.

	
	
	
	

	I. Primary audience(s) 

	Communication goal (e.g. "change opinion," or "shape policy choices")
	Outputs (e.g. report, policy brief, video, academic article, media article, presentation)

	1.
	Knowledge producers: Individuals or organisations participating in the joint action projects including academic and research institutes, research fellows and assistants.

	• Build capacity for academic research, policy analysis and communication through training sessions (writeshops, seminars) and support materials 
• Reach out to the broader community of knowledge producers to ensure they are aware of your project’s activities and outputs
	• Peer-reviewed publications 
• Articles sent to the SUMERNET website


	2.
	 Policy-makers and developers: e.g. government officials at different levels, and private-sector actors and investors
	• Involve policy-makers in project activities, e.g. project design, project workshops and consultations
• Active participation in relevant national and regional policy dialogue events
• Provide updates on joint action project activities 
• Present project findings in accessible language and in useful formats, with content targeted to specific audiences’ interests and needs, and short- and long-form materials
	• Project planning meetings
• Joint action workshops 
• Policy dialogue events
• Policy briefings (as above)
• Project reports
• Online resources and outreach (including SUMERNET website)
• Increase media coverage of project activities including workshops to deliver key findings from the project







	II. Secondary audience(s)

	Communication goal (e.g. "change opinion," or "shape policy choices")
	Output (e.g. report, policy brief, video, academic article, media article, presentation)

	1.
	Knowledge users: Civil society, NGOs, advocacy groups, media, private sector

	• Identify these users as partners and plan activities to ensure their engagement in your joint action projects including project design, data collection, workshops and discussions of findings
• Present findings in accessible language and in useful formats, with content targeted to specific audiences’ interests and needs 
• Actively reach out to the news media, building long-term relationships, when possible

	 • Policy briefings (and brochures if necessary on the project)
• Press releases
• Workshops and other outreach events (e.g. public consultations, media workshops)
• Your project can use your own organisational website and also the SUMERNET website for online articles etc.
• Social media (eg. facebook, twitter, etc.)
• Multimedia eg. short videos of field interviews are useful to provide perspectives or explain the project findings[footnoteRef:1] [1:  SUMERNET Secretariat can offer guidance on multimedia.] 

















C.  Communications plan template

	No.
	Boundary partner/Audience
	Communication goal 
	Planned outputs 
	Targeted dates and deadlines

	
	Name of boundary partner (can be institutions, network, group or individual)
	See above and write the relevant communication goal
	See above for examples: policy briefing, press release, etc.
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



