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Project Communications Plan

for 

[Project Name]
What is a Communications Plan?

A Communications Plan is a document that describes how you are going to communicate the right messages, to the right people, at the right time. It sets out the communications goals, stakeholders and strategies, as well as the communications activities and timeframes. 

Your Communications Plan will describe:

· The communications objectives

· How those objectives will be accomplished

· The timeframes and effort involved

· How you will measure success

A clear Communications Plan is vital to the success of an organization. It is also critical to the success of projects, as it ensures that all personnel; project staff, managers, suppliers and customers are kept properly informed of the progress of a project. 

When to use a Communications Plan

Projects of all sizes benefit from a formal plan for the communication of key messages to your stakeholders, project personnel, suppliers, customers and managers. By communicating in a more structured fashion, you will ensure that the communications needs of each project role are properly met.

Of course, this plan does not negate the need to communicate informally on a project, or within a department, as well. You will still need to talk to your team about how they are doing with their assigned work, call managers and inform them of critical risks or issues, or schedule informal meetings to report on progress. Whichever way you do it, whether it be formal or informal, communicating properly can go a long way towards ensuring the success of your team objectives.

How to use this template

This document provides a guide on the topics usually included in a Communications Plan. Sections may be added, removed or redefined at your leisure to meet your particular business circumstance.  Example tables, diagrams and charts have been added (where suitable) to provide further guidance on how to complete each relevant section.

Note: For smaller projects, your communications will be simple and may not require a lot of proactive effort. But as your projects become larger and more complex, communications events will need to be planned in advance, taking account of the needs of particular stakeholder groups. It is for larger more complex projects that a Communications Plan, such as the one stated in this document, will be required.  

Definitions of project management and technology terms are presented in the On-line Project Management Glossary (Browse: www.technology.wv.gov > Products and Services > Project Management Methodology > Glossary). 
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1 Introduction

The Communications Plan outlines the roles and responsibilities of project participants in the review, approval and dissemination of information about key project processes, events, documents, news/announcements, quick guides, training materials, etc.   The Project Communications Plan will:
· Help manage expectation regarding the project
· Assure appropriate levels of communication with internal and external project stakeholders
· Provide relevant, accurate, consistent information at all times
· Generate and sustain enthusiasm and support for the project
1.1 Objectives
The Project Communications Plan must be developed by the Planning Process stage of the project.  The basic steps are as follows: 

1. Identify the project audience(s) - include internal and external stakeholder groups. Indicate an appropriate level of involvement for that person, entity or group.  Four common areas of involvement include: 

· Person(s) who consult with the communication lead to produce the communication

· Person(s) who have input on the communication and whose comments will result in changes to the communication before it occurs

· Person(s) who approve the communication prior to dissemination or distribution

· Person(s) who receive or review the communication, but who do not have review or approval role in the communication.

2. Assess information needs - determine what groups need to know, want to know, and expect, taking into consideration frequency and length of involvement of each audience and organizational standards of practice.

3. Classify the communications:  (1) Extremely Sensitive, (2) Very Sensitive (3) Sensitive   or (4) Unrestricted. See the West Virginia Office of Technology Policy: Data Classification Policy (Policy #WVOT-PO1006).  Alternatively, classify the communications as (1) Confidential, (2) Internal Use (indicate bounds: Department, Unit, etc.) or (3) Public.

4. Identify information sources and assign responsibility for collecting information to be communicated.

5. Determine HOW - Identify the best media and methods available for use on the project, e.g. meetings, presentations, e-mail - remember people absorb information in different ways.

6. Identify key messages, announcements, and/or marketing that needs to be delivered and can or should be included with routine or recurring communications. 

7. Define when communications will be provided.

8. Document the approval process needed for any of the communications. 

9. Assign responsibilities for creating and delivering the various types of communications.

10. Identify all triggers, such as key events/milestones/deliverable dates that will initiate communications.

11. Define a process for handling ad hoc inquiries the project is likely to encounter.

12. Develop a common repository of project information and assign responsibilities for its maintenance.

13. Create internal and external feedback loops to help evaluate the effectiveness of communications as well as other project management processes (ties to performance metrics).

14. Schedule the work of communications and related triggers into the project schedule to ensure they are part of the overall plan.

15. Define a process for updating/changing the Communications Plan.

1.2 Project Information
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2 Communications Plan
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2.2  Communications Matrix
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