Internal Communication Plan Overview

Date: [Insert Date]
To: [Insert Audience]
From: [Insert Sender]

Subject: Overview of Internal Communication Plan

Introduction

This document outlines the internal communication plan aimed at improving our organizational
communication effectiveness.

Objectives

« Enhance employee engagement.
o Improve information sharing across departments.
o Establish clear communication channels.

Target Audience

All employees including management and staff across all departments.

Key Strategies

o Regular departmental updates.
« Monthly town hall meetings.
« Utilization of internal communication platforms.

Evaluation Metrics

The success of the communication plan will be measured through surveys, feedback forms, and
employee engagement metrics.

Next Steps
We will hold a meeting on [Insert Date] to discuss this plan in detail and gather your input.

Thank you for your attention.



Best regards,

[Insert Sender Name]
[Insert Sender Title]



