Communications Plan

Introduction

The communications plan provides the opportunity to obtain agreement from the stakeholders of the project – senior management, sponsor, customer, project team members –on the types of information they would like to receive, how much detail should be included, and the frequency the communication should occur.  Some managers prefer details about all aspects of the project frequently, while other managers prefer to have information tightly summarized and only receive detailed information about project “concerns”.    

The plan also takes into consideration the preferred media that the stakeholders have indicated and will vary depending on the communications document being provided.  For example, status reports and updated project plans may need to be distributed as either electronic (e-mail attachments) or paper documents to the stakeholder.  It is essential to establish how this information will be delivered so that the recipient can anticipate its arrival. 
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 REMEMBER:   
Communication is not “one size fits all” communication that is effective for the project team may not be effective for senior management.

Definition of fields

	Type of communication
	The comprehensive list of standard communications documents.

For example, indicate status report, updated project plans, work authorization, etc. 

	Due / Frequency
	How often each of the communications documents is generated: exception only; weekly, monthly, etc.

	Name
	Recipient of the communication document

	Title
	Applicable title or role within project

	Phone number
	Office telephone number

	E-Mail Address
	Office e-mail

	Office Address
	Location for delivery of hardcopy documents

	Other
	This could include pagers, cell phones, home phones, alternate e-mails, faxes, etc..  

	Preference
	Indicate for each communications document, how it should be distributed to the stakeholder.  It is acceptable to establish that all status reports will be sent via e-mail, 

	Special instructions
	How exceptional communications, such as all “emergency” meetings or meeting cancellations should be communicated (i.e., phone number, pager, etc.).
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	Purpose of Communi-cation
	Due/ Frequency
	Name
	Title
	Phone number
	Email Address
	Office Address
	Other
	Prefer-ence 
	Special Instructions
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Project Manager:





Phone:
































Project Name:
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