[bookmark: _GoBack][Insert Department Name]Communications Management Plan


[Insert Department/Project Logo]		[Insert Department Name]
[Insert Project Name]
[Insert Project Name]
[Insert Department/Project Logo]
Communication Management Plan [Insert Version Number] | Page 2
Version History
	Version #
	Date
	Author
	Key Differences

	
	
	
	

	
	
	
	

	
	
	
	




Table of Contents
1	Introduction	4
2	Approach	4
3	Roles and Responsibilities	4
4	Communications Management Process	5
4.1	Identify Stakeholder Communication Requirements	5
4.2	Identify Information Collection Sources and Responsibilities	5
4.3	Define Distribution Channels	7
4.4	Define Communications Register	7
4.5	Define Guidelines for Project Communication Meetings	7
4.6	Develop Project Meetings Schedule	7
4.7	Identify Communications Tools	8
4.8	Define Methods for Storage, Retrieval and Disposal	8



[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc474415529]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][Describe the purpose of the Communication Management Plan. This document should be tailored to fit a project’s needs. This section should describe how communications will be managed throughout the project lifecycle.]
[bookmark: _Toc474415530]Approach
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe the activities, processes and procedures used to manage this Communication Management Plan. Use of this plan will result in effective and efficient communication, which is fundamental to project success. Effective communication means the project team is providing information in the right format, at the right time, and with the right impact. Efficient communication means necessary and timely information is being provided in a transparent manner.]
[bookmark: _Toc474415531]Roles and Responsibilities
[bookmark: _Toc448929959][bookmark: _Toc448933971][Describe the Roles and Responsibilities of those involved in the Communication Management Process. Adapt as needed to specific project needs.]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	


[bookmark: _Toc474415532]Communications Management Process
[bookmark: _Toc474415533]Identify Stakeholder Communication Requirements
[Identify all Stakeholder groups and capture the required communications for each. Document the Stakeholder group, the specific communications items related to the Stakeholder group, and the purpose for communication with the Stakeholder group.]
	Stakeholder Group
	Communication Items
	Purpose

	
	
	

	
	
	

	
	
	



[bookmark: _Toc474415534]Identify Information Collection Sources and Responsibilities
[bookmark: _Toc448929960][bookmark: _Toc448933972][The planning process requires discussion and dialogue with the project team to determine the most appropriate way to:
· Update and communicate project information
· Respond to requests from various Stakeholders for that information
· Decide from where and what source that information should come



Identify the communication items that will be used for disseminating information. For each communication item, identify the data source, how often the source data is collected, and from what team member. Also, describe who is responsible for information dissemination. It is usually advisable to have one person assigned to disseminate project communications to ensure consistent reporting of communications items.]
	Communication Item
	Data Sources (Frequency of Data Collection)
	Dissemination Responsibility
	Distribution Channel
	Target Audience(s)
	Frequency
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[bookmark: _Toc474415535]Define Distribution Channels
[bookmark: _Toc448929961][bookmark: _Toc448933973][Describe the distribution methods and tools to be used for communications distribution. Communication methods and technologies should be determined based on Stakeholder communication requirements, available technologies (internal and external), and organizational policies and standards. Communication should be both upward (such as staff surveys, focus groups, email response, and face-to-face meetings/information sessions) as well as one-way (such as articles in a newsletter, intranet page, leaflets, emails, meetings, and team briefings).]
	Communication Item
	Distribution Channel

	
	

	
	

	
	



[bookmark: _Toc474415536]Define Communications Register
[Define a Communications Register that contains a high-level schedule of project communication items. This section summarizes all recipients of each communication item and includes the planned frequency of distribution. It serves as a quick reference for monitoring and controlling project communication activities.]
	Communication Item
	Target Audiences(s)
	Frequency

	
	
	

	
	
	

	
	
	



[bookmark: _Toc474415537]Define Guidelines for Project Communication Meetings
[Define guidelines for project meetings detailing expected meeting facilitation activities and participant expectations.]

[bookmark: _Toc474415538]Develop Project Meetings Schedule
[Developing and publishing a Project Meetings Schedule is an important step to ensure all project team members know of meetings that may require attendance or may have an outcome that affects their work. Identify and describe the type, frequency, purpose, and participants of project meetings.]
	Communication
	Target Audience
	Purpose
	Frequency

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc474415539]Identify Communications Tools
[Describe any special tools, such as online collaboration sites, email, intranets, and text messaging, to be established and used by the project team to support efficient communication.]
	Communication Tool
	Tool Description

	
	

	
	

	
	



[bookmark: _Toc474415540]Define Methods for Storage, Retrieval and Disposal
[Describe the methods to be used to organize, store, and retrieve project documentation. Along with the methods used to organize, store and retrieve project documentation, online project collaboration sites should be considered for real-time sharing of project information.]
	Method
	Electronic Media
	Paper Media

	
	
	

	
	
	

	
	
	



