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Document information page

	Required Information
	Definition

	Document:
 
	<insert document name>

	Document ID:
	<insert document control number or unique ID>

	Version:      
	<insert version number> 

	Approval Date: 
	<insert approval date here> 

	Location:     
	<insert document file location>

	Owner:       
	<insert document owner> 

	Author:      
	<insert document author> 

	Approved by:
	<insert document approver> 


Amendment history
	Document Version #
	Approval Date
	Modified By
	Section, Page(s), Text Modified

	<insert version number>
	<insert approval date here>
	<insert document author>
	<outline sections modified>

	<insert version number>
	
	
	


Overview
<insert a brief statement that introduces and/or updates the content of this document >
Communication Overview and Objectives
<Summarize the need for communication, the plan, and major objectives here.  Edit, modify, or delete the following text in this section as appropriate.>
Communication planning is key to a project’s success.  This communication plan document outlines what information needs to be given to project stakeholders, in what format, and how often it will be shared for the project’s duration.  Effective communication engages project stakeholders appropriately, as necessary; builds awareness of critical concepts, issues and timelines; and facilitates commitment to the project and/or business transition effort.  
A communication strategy focuses on the business need for change and emphasizes the value and need for change management.  Successful communication strategies explicitly acknowledge the impact the change will have on employees and express the need for their involvement.
Essential messages for such a communication strategy express that the project or business transition effort:

· is in alignment with the organization’s mission;

· is a priority for the organization;

· is intended to improve the service to our customers and the satisfaction of internal teams and employees; and

· greatly needs employee involvement to be successful.
The project team has endorsed this communication plan which:
· Identifies stakeholders and stakeholder groups;
· Organizes and prioritizes information needs for each stakeholder and stakeholder group; 
· Describes and organizes communication objectives and methods for disseminating various information;

· Plans, monitors and updates communication risks and issues along with corresponding mitigation and/or resolution procedures; 

· Defines approval, decision-making, and reporting procedures; and
· Provides a project glossary as necessary.

Communication Team, Roles, and Responsibilities

<Insert the structure of the communication team relative to the project and organization.  Identify individual responsibilities and appropriate contact information.>
	Name
	Role & Responsibility
	Contact Information 

	<insert version here> 
	<insert approval date here> 
	<insert description of content modified here> 

	<continue to insert version # here as new versions are completed>
	
	


Stakeholder Analysis
All projects or business transition efforts have stakeholders.  A stakeholder is anyone or group of people affected by the project or business transition effort.  Stakeholders include agency personnel, sponsors, vendors, contractors, suppliers, distributors, other intermediaries, customers and customer groups.  This section details the list of stakeholders associated with the project or business transition effort.  The communication needs for each stakeholder are identified are and stakeholders are grouped into one of the following groups:

· maximum communication needs group (high level of interest and need for communication; consists primarily of employees, contract associations, vendors, and various organizational governing bodies);

· moderate communication needs group (consists of active providers and other active partners associated with the organization); or 

· minimum communication needs group (all other interested parties).
Stakeholder Profile and Assessment Table

	Name
	Organization
	Stakeholder Group (max, mod, min)
	Concerns
	Best Channel (phone, email, in-person)
	Frequency

	<insert name and contact information here> 
	<insert name of team, unit or organization here> 
	<insert maximum, moderate, or minimum group here> 
	<document any concerns or issues here> 
	<insert best means and modes for communication with this stakeholder here> 
	<insert the frequency of communication needed here> 

	<insert name and contact information here> 
	<insert name of team, unit or organization here> 
	<insert maximum, moderate, or minimum group here> 
	<document any concerns or issues here> 
	<insert best means and modes for communication with this stakeholder here> 
	<insert the frequency of communication needed here> 

	<insert rows to complete the stakeholder profile and assessment> 
	
	
	
	
	


Project <name> Communication Plan
	
	
	
	
	Audiences

	Event
	When
	How
	Responsible 
	Sponsor 
	Project Team 
	Who?

	Project Kickoff
	Project Start (include date when planned)
	Meeting
	Project Manager
	
	
	

	Project Plan
	Start & Upon Updates
	Document 
	
	
	
	

	Team Meetings
	Weekly
	Document minutes in Project Library
	
	
	
	

	Project Status Reports
	Monthly
	Report sent via e-mail
	
	
	
	

	Major Milestone Announcements
	As completed
	Email
	
	
	
	

	Acceptance Testing Report
	End of Test
	Letter
	
	
	
	

	Project Close Out Report
	End of Project
	Document
	
	
	
	


Instructions for Use

Italicized items are provided for example only.  Modify content of the columns to meet project specific needs.

What – List items or occurrences to be communicated.
When - Indicate when the item should be generated and or updates distributed.

How – Indicate the form the communication will take.  

Responsible – Indicate the name of the person or team responsible for producing and/or delivering the communication.

Audiences – Add more columns as needed and replace “Who?” with names of persons, entities or groups impacted by the communication plan.  In their respective columns, 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.
Communication Objectives and Methods
	Phase or Process Group
	Communication Purpose
	Key Topics
	Suggested Methods
	Other Ideas

	Pre-Initiate
	Project need
	Vision, scope, impact 

Data, facts, and other information
	Press release, industry report
	Business case presentation

Initiation kick off meeting

Status reports (executive staff, project steering committee, project team, employees, other stakeholders)

Project newsletter

Weekly email brief

Senior staff updates

Lunch and learns

Bulletin boards

Demos, Videos, & Road shows

Town Hall meetings

Recognition events



	Initiate
	Project need, plan, schedule, milestones,
	Vision, scope, impact, goals, objectives Data, facts, and other information
	Industry thought leader presentation,
	

	Planning
	Project plan, objectives, goals, schedule, team, roles, responsibilities, expectations
	Vision, scope, impact, goals, objectives, Data, facts, and other information

Discuss and  dialogue on ground rules, repetition

Encouraging questions, debates, stakeholder involvement, and problem solving
	Customer quotes of need,
	

	Execute
	Status updates, wins, lessons, 

Minimize shock, illustrate implications of change, offer forum for dialogue, listen, create understanding of future, discuss new meaning of status quo, explain standards and expectations
	Data, facts, and other information

Discussion, dialogue, and repetition

Encouraging questions, debates, stakeholder involvement, and problem solving

Providing clarity of goals and objectives, declaring new behaviors and continuous feedback
	Kick-off meeting with presentation, feature functionality presentation
	

	Close
	Celebrate wins, plan for continuous improvement
	Celebrate successes, discuss lessons learned
	Thank you letters, recognition awards
	

	Operations and Maintenance
	Promote continuous improvement through
	
	“checking-in” meetings, customer testimonials
	


Communication Approval Process

<Outline the formal approval process and decision-making process for each type of communication and reporting planned for the project.>
Communication Plan: A Summarized Editorial Calendar

Month: <insert month here>  
(An example of the MMIS Communication Plan can be found on the DHS Wiki @ http://wiki.hr.state.or.us:8080/download/attachments/3113503/MMIS+-+Example+-+Communication+Calendar.doc?version=1) 
	Key Message
	Author/ Owner
	Dependencies
	Information Provided
	Distribution Group
	Media Format/ Vehicle
	Frequency
	Storage

	<insert report/ document name information here> 
	<insert author name here> 
	<insert dependencies here>
	<insert provided information here> 
	<insert distribution list(s) here> 
	<insert modes communication vehicles here> 
	<insert frequency of communication > 
	<Identify where this information will be stored and/or how to access. > 

	
	
	
	
	
	
	
	


Communication Strategy/Tactic:  
OBJECTIVE #1:  
STRATEGY:  <insert brief communication strategy>
TACTIC:  

METRIC:  < weekly, monthly, quarterly>

OWNER:  <communication lead, webmaster>

COMPLETED BY:  <date, ongoing>
TACTIC:  

METRIC:  
OWNER:  
COMPLETED BY:  
TACTIC:  

METRIC: 
OWNER:  
COMPLETED BY:  
TACTIC:  

METRIC: 
OWNER:  
COMPLETED BY:  
Communication Issues Tracking Log
<List all of the known and potential risks, issues, and concerns relative to the communication aspects of the project.  Create a unique identifier for each.   Rate each of the communication risk, issue, or concern with a probability factor (low, medium, high).  Describe how this event might or will impact the project.   Identify a mitigation strategy for each.  Use this table to also proactively note any known triggers that may set off a communication issue and how those triggers will be monitored during the project.>
The following is a communication issues tracking log that will be used during the project.

	Date of record
	ID
	Risk
	Probability
	Impact
	Mitigation

	<insert the date the risk was recorded> 
	<insert a unique ID for the risk>
	<detail the risk here> 
	<indicate the probability of occurrence here (low, medium or high)> 
	<detail the impact to the project here> 
	<detail the mitigation strategy here> 

	<Continue here as communication issues become known or planned> 
	
	
	
	
	


Approving Authorities

The following signatures indicate approval or direction to proceed with the above selected action i.e., planning, research or analysis, or commencement of an entire project.

Project Sponsor Signature


Date

Project Manager Signature


Date

Updating this document

<Insert who, when, and how this document will be maintained/updated.>
Appendix

<Consider using this section for any additional detail used for/in this document.>
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