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Project Worksheet #4: Preliminary Communication Plan

Instructions: Identify some of the people who will be involved in or affected by your project. Ask them or guess what their main concerns are and make some preliminary decisions about how you will keep them informed throughout the project.

	Role
	Who 
(Names of people or groups)
	Main Concerns
	Communication Notes 
(When and how you will communicate with them)

	Team Leader (BB) 
(if someone other than yourself)
	     
	     
	     


	Team Member


	     
	     
	     


	Sponsor(s)


	     
	     
	     


	Coach (MBB)


	     
	     
	     


	Customers


	     
	     
	     


	Process Owner
	     
	     
	     


	Other Stakeholders
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