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Communicatio
n Type 

Information Shared 
Target 

Audienc
e 

Mode 
(Email/Notice 

Board/Meeting
) 

Frequenc
y 

Responsibilit
y 

Record 
Maintaine

d (Y/N) 

Internal 
Communicatio

n 

Policies/Changes/HR 
Updates 

Faculty, 
Staff 

Email, Staff 
Meeting 

Monthly HR/Admin Yes 

External 
Communicatio

n 

Announcements/Admissio
ns 

Students
, Parents 

Website, Social 
Media 

Weekly 
Public 

Relations 
Yes 

       

       

       

       

       

       

 

   


