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	Communications Management Plan Template

	This template helps you to produce a project communications management plan. The purpose of this plan is simply to ensure all formal communications are managed with the project stakeholders. These recorded communications are essential for the proper management of a project ensuring it objective is achieved in a timely fashion and with financial prudence.

This plan will become one of the foundation stones of your project management and is critical to a successful project. Unlike many of the other knowledge areas within project management the communications plan is the direct responsibility of a project manager. Its main purpose is to manage and control the communications throughout the duration of the project.

This is especially important with the increased use of matrix management within the project environment, as many individuals will have dual roles to play in the organization and often the objectives of these roles may cause confusion or conflict. The communications management plan defines the ‘who’, the ‘what’, the ‘when’ and the ‘how’ of all your project communications. By taking the time to plan how best to handle your project communications from the inception of a project you will ensure that:

· Stakeholder’s interests and expectations are managed

· Project core team can work as an efficient and productive team 

· Third party suppliers & external organizations are properly briefed and managed.

This template defines what should be contain in this plan and offers a guide as to how to present this information. There is a description at the top of each section of the plan that guides you as to what contents you need to prepare and write.

	Front Cover
	Description: this page details the typical items found on the cover of communications management plan. Amend its contents to reflect the needs of your specific project and organization’s culture.

	Displays a top-level summary of essential information relating to the Communications Management Plan.
	· Project Manager is listed as its authors along with their contact details.

· Project Name that this plan relates to.

· Version of Communication Management Plan

· Version history will be shown in relevant appendix.

· Approval:

· Lists the names and job titles of each person who as given approval and sign-off of this plan.

· The date and version they have approved accompany their signature.

· Circulation List of who (name, location & organization) has received stated version.

	Project 

Working Title:
	Project Description:
	Version:

Date:

	Project                                  Contact tel:

Sponsor:                               email:
	Plan                                    Contact tel:

Author:                               email:
	Organization:

	Communications Management Plan Approval

	Printed Name  & Job Title
	Project Role
	Signature
	Date Approved
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	Circulated to:
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	Introduction – outlines the purpose of the communications management plan and states how it will be managed. It states what document management tool will be used and how this will be maintained throughout the project life cycle. There usually are four parts to this section.

	Purpose:

Process & Scope of Communication with Stakeholders:

Centralized Repository for Project Documents:

Document Maintenance: - defines how often this plan will be reviewed (i.e. quarterly). States how any amends or updates will be included and circulated appropriately for the duration of the project.




	Roles & Responsibilities – defines only those that are pertinent to the management of this plan (full details of all roles and their responsibilities is detailed in HR management plan.) This area of the plan and describes how their role relates to project communications only.

	Organization Chart & Structure of Project:

Steering Committee (or equivalent):

Project Sponsor:

Project Director /Executive:

Project Manager:

Project Teams (Business, Technical etc.)

Regulator or Overseeing Bodies:

·  

	Stakeholder Communication: (list name & contact details of all stakeholders, level and area of interest plus the degree of influence on its outcome):

	Communication Process – describes all the formal methods of communication and their associated processes that will be used throughout this project. It also defines the content of that communication e.g. status reports.

	Project Team:

Report formats & frequency (i.e. project status reports):

Intranet Communications:

External Communications ( e.g. to media & regulatory bodies):



	Communication Management – outlines the different method of distributing project information to its stakeholders that ensure the correct level of confidentiality and content for each communication. It describes how to evaluate and change any aspect of these communications.  It also defines how communications will be referenced, tracked & stored to ensure a complete record is available for review of the project/historical purposes.

	

	Appendix A – Version History

	This appendix records the version history of this plan. For each new and approved version the reasoning behind its creation are described below

	Version

Number
	Name of Implementation Author
	Date Revised
	Approved by
	Date Approved
	Reasoning behind new version

	1.0
	
	
	
	
	

	Appendix B – Glossary of Project Terms

	Each project uses standard acronyms and develops their own for the ease of communication. It is important to record them in this plan to ensure clarity of description and terminology is consistent in every communication.

	Acronym / Term
	Standard or Project Definition

	PMO
	Project Management Office


	Appendix C – Documentation References

	Any professionally managed project has extensive documentation the purpose of this appendix is to record which documents (plus the version used, if applicable) have been used in the production of and conjunction with of the communications management plan. 

	ISBN / Reference / Version
	Document
	Author

	
	
	


www.chools.com

[image: image1.png]