
	Date
	Activity
	Audience
	Actioned by
	Budget

	Actual/expected 
	Tactics/activities as outlined above
	As outlined above
	Partner or National Gallery
	TBA

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Communications objectives

Dot point statements which outline what the communications are designed to achieve. For example, raising awareness, increasing visitation, providing information

Audience

Dot point list including: internal audience (eg staff), external audience.
Tactics / activities
Examples of tactics/activities:

Internal communications (intranet article), social media (organic/paid), webpage, factsheet/FAQs, promotional material (flyers, brochures, invitations, email signatures and pull-up banners), advertising (print, digital, radio or television), merchandise, video, media call/pitching. 
NATIONAL GALLERY OF AUSTRALIA
COMMUNICATIONS PLAN ON A PAGE
[Exhibition title]
Background
Provide background information about the initiative, project, policy or opportunity including context or history.
Key messages
Dot point statements reflecting the information we would like the audience to know/understand.
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<PROJECT TITLE>
BACKGROUND
· This template is to assist with developing communications materials for hosting a National Gallery exhibition. 
· Please delete any sections that aren’t relevant to your project i.e. advertising or design.
· All collateral associated with this project are subject to approval by the National Gallery of Australia. 

TIMELINE FOR DELIVERY
	SEND TO NATIONAL GALLERY FOR REVIEW
	3-6 MONTHS FROM OPENING

	KICK OFF MEETING AND ONGOING SUPPORT
	2.5 MONTHS FROM OPENING

	SEND ASSETS TO NATIONAL GALLERY FOR APPROVAL
	1 MONTH FROM OPENING



INTERNAL COMMUNICATIONS
INTRANET ARTICLES 
	Platform
	<LINK HERE>

	Article title
	Short and punchy, consider a title that makes the reader want to open the story

	Preview text
	This appears in the tile before a reader views the full story. It should give a one sentence overview of what the story is about.

	Article copy
	This will be read employees only, so can include more technical information including the division that was involved and the background to the project.  
These articles are generally short, less than 200 words. 
Consider your call to action, whether you are just sharing a good news story/celebrating staff, or looking for staff to actively do something. 




EXTERNAL COMMUNICATIONS
MEDIA RELEASE
	Media targets
	<LIST HERE>

	Image asset
	Public news articles must include an image. Please ensure you have the appropriate permissions (talent release forms) to use the image you provide. 

	Headline
	Short and punchy, consider a title that makes the reader want to open the story

	Preview text
	This appears in the tile before a user views the full story. It should give a one sentence overview of what the story is about.

	Article copy
	Refer to your communication plan (where applicable) to source key messages.
Consider what you want to convey to the audience and what is the purpose of the article – sharing a good news story, or looking for the community to actively do something?
Consider the ‘who, what, where when and how’ of your project/story.
· Who – is involved? 
· What - is the exhibition? What support/funding is being provided? 
· Where - is the launch or program being held? Where can the people learn more?
· When - is the event/project happening? How long does exhibition run for and when will it cease?
· Why - background information on why the artist/exhibition was created and how it has/will benefit locals. 
· How - is the exhibition being implemented? How will it benefit locals?
This will be read by our clients and the public, therefore technical information, acronyms and jargon should be kept to a minimum. Keep the language accessible and the information top line, consider what someone outside of gallery would like to know about this project.
These articles are generally short (less than 200 words). Ensure your call to action includes a link to further information and contact details (phone, email, address) where relevant.  




WEB PAGE
	URL: <LINK HERE>

	Headline 
	Exhibition title


	Subhead
	This appears in the tile before a user views the full story. It should give a short, punchy overview of what the exhibition is about.

	Copy
	Please take from approved copy in touring portal

	Hero image
	Please download from touring portal



SOCIAL
	Platform
	National Gallery social / Partner social / both

	Image asset
	Social media posts must include an image. Please ensure you have the appropriate permissions (talent release forms) to use the image you provide
Supplied 
· Only venues are permitted to use hero images, no one else. 
· Must only be used to promote the exhibition. 
· Media can access images via the Media Centre on the NGA website. 
· Must be credited.
Created
· Consider the basics: lighting, framing, composition, crop don’t zoom, use the grid, clean lens, adjust exposure to avoid glare, high res for media use. 
· Verticals for socials work best – mobile first. Horizontal for web content.

	Details
	Please detail here if you have any budget to boost the post and the audience you are looking to target, or if you would like this to be a free, organic post only.

	Copy
	· Punchy, captivating headline
· Further information considering the 5W’s + H. 
· Call to action


	Credit
	<camera emoji>: <Photographer name>
<art emoji>: Artwork credit
Note: 
Search the collection here: National Gallery of Australia - Search the Collection (nga.gov.au)
Use IRN number from collection item in this caption builder: National Gallery web caption builder with measurement (nga.gov.au) 

	Alt text
	Description of image for vision impaired

	Tags
	#NationalGalleryAU	#ArtAcrossAustralia #<ExhibitionTitle>

	IG
	@nationalgalleryaus

	FB
	@nationalgalleryofaustralia

	X
	@natgalleryaus






ADVERTISING
SCHEDULE
	PUBLICATION
	DIMENSIONS
	PUBLISH/RUN DATE
	BOOKING DEADLINE
	MATERIAL DEADLINE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



DESIGNED ASSETS
	TYPE
	E.G. POSTER, BROCHURE, POSTCARD, INVITES 

	Image asset/s
	· Please do not crop works of art
· Use hero images provided in touring portal
· Include all logos and acknowledgements


	Copy
	



