Project Communication Plan

	Project Information
	Proposed

Timing
	Project Sponsor(s)
	Change Board
	Project Manager(s)
	Project Team
	Project Customers
	Departments

	Kickoff meeting
	One time event
	
	
	
	
	
	

	Project Plan
	Weekly
	
	
	
	
	
	

	Cost Accounting
	Bi-weekly
	
	
	
	
	
	

	Meeting Minutes
	Weekly
	
	
	
	
	
	

	Change Requests/Change Control Log
	Weekly
	
	
	
	
	
	

	Project Reminder Emails 
	Weekly
	
	
	
	
	
	

	Project Progress Report
	Weekly
	
	
	
	
	
	

	Risk Assessment
	Weekly
	
	
	
	
	
	

	Project Closure
	One time event
	
	
	
	
	
	


Purpose

The purpose of this document is to document the planned communications to project stakeholders.

Notes

· Place an “X” in the column for the stakeholders expected to receive the above information

· For those stakeholders receiving information, their role in using the information should be specified (e.g., decision maker, quality assurance, etc.)

· For definitions of the above stakeholders, please see the Organizational Chart Template

