Agency "Quick Check"

Planning for the Communication Audit

As the Administrative Services Communication Designee for your agency, answer the following questions to determine the extent of communication planning you will need.

Question
Yes
No
Impact
Action

Existing Vehicles & Protocol

Is there currently an agency communication plan in place relating to Administrative Services? 





Do your current communication vehicles reach the appropriate audience for this project?





Do you have written procedures to address production and distribution of written communications?





Are other communication vehicles for the administrative services staff appropriate to explore?





Audience Assessment

Do you have a solid understanding of your target audience including their attitudes towards the current project?





Do individuals outside of administrative services need to be kept informed about the project?





Getting Feedback

Do you have a feedback process in place to determine the effectiveness of your communication efforts?





Agency Leaders

Do relevant managers and leaders in the agency understand the impact of MARS, BIPS, and other organizational changes?





Has your agency’s leadership presented their opinions about the administrative services project to the communications staff?





Electronic Media

Is your agency aware of the existence of the Administrative Services web page? 





Are all members of your target audience on e-mail?





Have you developed a mailing list (physical and/or electronic) for administrative services employees within your agency?
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