

EVENT COMMUNICATIONS PLAN
	EXTERNAL COMMUNICATIONS

	(ex. Communicating with target audience and key external stakeholders)

	CHANNEL
	NAME
	AUDIENCE
	TIMELINE
	DATE
	TIME

	Jeto
	Save the Date
	All Invitees
	3 months before
	10/1/25
	10 am

	
	

	
	
	
	

	
	

	
	
	
	

	
	

	
	
	
	

	
	

	
	
	
	

	
	

	
	
	
	

	INTERNAL COMMUNICATIONS / DELIVERABLES

	(ex. Communicating with internal stakeholders)

	CHANNEL
	NAME
	AUDIENCE
	TIMELINE
	DATE
	TIME

	Outlook
	RSVP Update
	Planning Committee
	1 month before
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