Perhaps it is better the template : Project Name Communication Plan



Organization Name


Communication Plan
[Project Name]

	Prepared by:
	Your Name

	Version:
	Version Number

	Document Id:
	Reference Number or Document Id

	Date:
	Release Date


XXXX Project

Communication Plan

	Deliverable / Description
	Type
Man/Mktg/Info
	Target Audience(s)
	Delivery Method
	Delivery Frequency
	Who Responsible?

	Individual Status Repots
	Mandatory
	Project Manager
	Status Report Template emailed to audience
	Weekly
	Team Leads

	Status Reports
	Mandatory
	Sponsor
Managers
Steering Committee
	Paper Status Report Template emailed to audience
	Monthly
	Project Manager

	Local Awareness Building Sessions
Inform people of the project and the deliverables that will impact them
	Informational
	Local user community
	Stand-up presentations 
	Schedule twice weekly until all users covered
	Lead Analyst

	Remote Awareness Building Sessions
Inform people of the project and the deliverables that will impact them
	Informational
	Remote user community
	Webcast presentations 
	Hold sessions three times a week until all users covered
	Lead Analyst
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