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Abstract 

Effective communication is the backbone of strategic success in the non-profit 
sector. This Teaching Paper introduces a Communication Plan Template adapted 
for internal and external audiences. Based on Appendix H from Strategic 
Planning for Social Impact, it provides practical steps for defining objectives, 
crafting key messages, selecting channels, and assigning responsibilities. By 
applying this framework, organizations can strengthen transparency, stakeholder 
trust, and program effectiveness. 
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Executive Summary 

This Teaching Paper provides a Communication Plan Template designed for non-
profit organizations. It helps leaders create effective internal and external 
communication strategies, ensuring that staff, volunteers, donors, and community 
stakeholders remain informed, engaged, and aligned with the organization’s 
mission. 

1. Purpose and Learning Objectives 

By using this Teaching Paper, readers will be able to: 

• Design internal communication strategies to engage staff and volunteers. 

• Develop external communication plans to build donor and community 
trust. 

• Craft key messages tailored for diverse stakeholder groups. 

• Assign responsibilities for consistent communication. 

• Evaluate the frequency and effectiveness of communication efforts. 

2. Background and Context 
Non-profit organizations often struggle with fragmented communication, leading 
to confusion, low engagement, and weakened donor confidence. Research by 
Bryson (2018) underscores communication as a critical factor in successful 
strategy implementation. Drucker (1990) emphasizes that mission-driven 
organizations must communicate clearly both internally and externally to maintain 
credibility and impact. 

3. Practical Guide: Communication Plan Template 

Step 1: Internal Communication Plan 

• Define purpose and objectives. 

• Identify internal target audience (staff, volunteers, board members). 



• Outline key messages (updates, goals, policies). 

• Specify communication channels (emails, intranet, staff meetings). 

• Determine frequency (weekly, monthly). 

• Assign responsibilities. 
Example: Weekly email updates to staff on program progress. 
Key Takeaway: Effective internal communication fosters alignment and 
morale. 

Step 2: External Communication Plan 

• Define purpose and objectives (e.g., donor retention, community trust). 

• Identify key external stakeholders (donors, partners, beneficiaries, media). 

• Tailor key messages for each group. 

• Specify communication channels (newsletters, social media, press 
releases). 

• Determine frequency (quarterly, annual). 

• Assign responsibilities. 
Example: Quarterly newsletters to donors highlighting impact stories. 
Key Takeaway: Transparent and regular external communication builds 
trust and engagement. 

4. Case Study: Non-Profit Arts Organization 

Context: A regional arts non-profit faced declining donor retention. 
Challenge: Donors reported feeling uninformed about the organization’s impact. 
Action: Implemented a comprehensive communication plan: 

• Internal: Bi-weekly team meetings to align staff on goals. 

• External: Monthly social media updates and quarterly donor newsletters. 

• Key Messages: Emphasis on community impact and transparency. 
Result: Donor retention increased by 25% within a year, and staff 
engagement improved. 



5. Common Challenges and Tips 

• Inconsistent messaging: Create a central communication calendar. 

• Overload: Avoid overwhelming audiences; prioritize clarity and relevance. 

• One-size-fits-all: Tailor content to stakeholder needs. 

• Lack of accountability: Assign clear communication roles. 

6. Reflection Questions 

1. Which internal communication channel is most effective for your team? 

2. How often should you update donors and community stakeholders? 

3. Which key messages resonate most strongly with your beneficiaries? 

4. Who in your organization should own responsibility for communications? 

7. Limitations and Considerations 

Communication plans must be dynamic. Overly rigid schedules may lead to 
irrelevant or redundant updates. Organizations should balance frequency with 
quality and ensure that communication reflects changing circumstances and 
stakeholder feedback. 

8. Conclusion and Next Steps 

The Communication Plan Template enables non-profits to design effective 
internal and external strategies that foster trust, engagement, and transparency. 
For best results, integrate it with implementation plans and monitoring systems. 
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Appendix: Communication Plan Template 

Plan 
Type

Purpose/
Objectives

Audience Key 
Messages

Channels Frequency Responsibility

Internal e.g., Align staff on 
goals

Staff/
Volunteers

Progress 
updates

Weekly email/
meetings

Weekly HR/Program 
Manager



External e.g., Build donor 
trust

Donors/
Partners/
Community

Impact 
stories

Newsletter/
Social Media

Quarterly Communication
s Lead
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