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[bookmark: _Toc507144539]Introduction
[bookmark: _Toc507144540]Purpose
The Communications Management Plan details the communication needs of the team members and stakeholders.  It is developed early in the planning stages of the project to ensure the proper activities are pursued and scheduled to provide the most up to date information to stakeholders affected by the effort.
In order to develop this document, the project manager(s) interviews the stakeholders and team members to determine the engagement sessions required concerning the project and the type of information they want to receive in the format or forum best suited for effective dissemination of information.
[bookmark: _Toc507144541]Assumptions
There are no assumptions being made within this document.
The reader is assumed to have an understanding of the project objectives and goals.
[bookmark: _Toc507144542]Version Control
	Version
	Date
	Person
	Change
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	Initial Document Creation

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc507144543]Communications Management Plan
The Communications Management Plan specifies the type of engagement sessions held with stakeholders and project management and which documents, such as change requests, status reports, technical documentation, and updates are distributed to which stakeholders.
It is essential that we know not only the type of information each stakeholder would like, but also the level of detail at which the information is desired.  For instance, a team member may only want to receive change requests and updates pertaining to a major deliverable that they are working on.  However, a CFO may be interested in seeing any changes that affect the budget by more than 2%.  The Project Manager’s knowledge of these stakeholders’ preferences is key to managing a project where the stakeholders are equipped with the project knowledge they need to make informed decisions.
The following table describes the information that needs to be collected, documented and maintained as part of the communications plan:
	Heading
	Description

	Stakeholder Name
	Specify the name (or group) of the Stakeholder(s) who will be receiving the communications.

	Engagement Sessions
	Specify the type of session the Stakeholder requires, i.e., group meeting, conference call, one-on-one meeting, online conferencing, town halls, etc.  The Project Manager(s) will be responsible for scheduling, agendas and recording minutes.

	Status Report
	Identify if the Stakeholder would like to receive a status report regarding the project.  Indicate either ‘monthly’ or ‘none’.   The Project Manager(s) will be responsible for creating the monthly status report.

	Variance Thresholds (Triggers)
	If the Stakeholder would like to be notified when certain project variances are exceeded, then they need to define the thresholds or triggers in advance:
	Variance Category
	Description / Considerations

	Budget Variance
	Identify if the Stakeholder would like to review all Change Requests that pertain to budget variances.  Indicate the variance amount, for example, 3% increase or decrease in the budget baseline.  Specify the variance amount or ‘none’.

	Duration Variance
	Identify if the Stakeholder would like to review all Change Requests that pertain to duration variances.  Indicate the variance amount, for example 1 week; if the baseline of the project schedule changes by more than 1 week the Stakeholder will review the Change Request.  Specify the variance amount or ‘none’

	Achievement Variance
	Identify if the Stakeholder would like to review all Change Requests that pertain to achievement variances.  Indicate the milestones, deliverables, achievement, or ‘none’ to monitor and report.




	Method of Delivery
	Specify the method of delivery that the Stakeholder would like to receive the communication, i.e., video conference, remote access, e-mail, phone, interoffice mail, project folder, status meetings, etc.



The following is an example of a simple tool that can be used to document the communications plan:
	Project Name
	[Insert Project Name]

	Stakeholder Name
	Engagement Sessions
	Status Report
	Variance Thresholds
	Delivery Method

	
	
	
	Budget Variance
	Duration Variance
	Achievement Variance
	

	[bookmark: Text2][Insert Resource Name]
	[Indicate the Type of Engagement Session] 
	[Indicate Frequency of Status Report]
	[Indicate if Budget Variance Required]
	[Indicate if Duration Variance Required]
	[Indicate if Achievement Variance Required]
	[Identify Delivery Method to Distribute Communications]

	[Insert Resource Name]
	[Indicate the Type of Engagement Session] 
	[Indicate Frequency of Status Report]
	[Indicate if Budget Variance Required]
	[Indicate if Duration Variance Required]
	[Indicate if Achievement Variance Required]
	[Identify Delivery Method to Distribute Communications]


[bookmark: _Toc507144544][bookmark: _Toc308612854][bookmark: _Toc506461680]Communications Calendar
As part of the Communications plan, a calendar should be developed to communicate the required and known engagements that have a regular cadence such as Steering Committee meetings, Project Status Meetings, status reports or one time engagements with target dates such as systems outage notifications two week prior to execution.  As the project progresses and dates are firmed up or new communications requirements are identified, the calendar should be updated to reflect and communicate the changes.
The following information should be captured and placed on the project calendar:
	Calendar Entry Details
	Description

	Engagement / Event
	Name of the event such as Steering Committee meetings, town hall

	Stakeholder (aka Target Audience)
	Stakeholders (identified in the project charter) to be addressed

	Engagement / Event Cadence
	Specify the agreed upon cadence for the engagement for example monthly, bi weekly, one-time, once a quarter, etc.

	Target Period / Date
	If an actual date is known, document on the calendar
If an actual date is NOT known, supply a target time period for the event / engagement

	Purpose
	Describe the purpose and/or agenda of engagement or event

	Duration of Event
	If known, expected duration of the event such as 1 hour for meetings, 2 hours for town hall, etc.

	Responsible Party
	Identify the individual(s) responsible for organizing, scheduling and coordinating all aspect of the event.  

	Logistics or prerequisites
	Describe and document any logistics or prerequisites for the event, for instance Lecture Hall required, multiple locations, in-person only, remote via Webex, etc.



[bookmark: _Toc507144545]Contact List
Project manager(s) should create a project contact list that that is a repository to assists the team collaboration and communication throughout the lifecyle of the project. Note: a separate template is available in the PMO Tool Kit to create a contact list for team distribution. 
It should include the following types of information:
Name
Address
Email
Unit/Dept & Title (& Company name for vendors)
Project Role
Tel # & Mobile #’s
Administrative Assistant (name & contact info)
[bookmark: _Toc507144546]Approvals
The individuals below agree that they have reviewed and approved the plan outlined in this Support Documentation.
	APPROVED BY:

	Project Role
	Name and Title
	Signature/Approval
	Date
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