Communication Management Plan - Version 1.0

Date

Project Name: 

1. Stakeholder communications requirements:  [What each stakeholder is expecting in terms of communication]
2. Communications summary: 
	Stakeholders
	Communications Name
	Delivery Method/Format
	Responsible 
	Due/Frequency

	Sponsor 
	Weekly Status Report
	Email
	Kristin 
	Every Friday by 1pm

	Champion
	Monthly Status report
	Email
	Joe
	First Monday of each month by 5pm

	Affected employees
	Project updates
	Brown Bag Lunches
	Entire team 
	Every other wednesday

	Project steering committee
	Weekly status report
	Hard copy and short meeting
	Kristin 
	Wed. mornings at 9 AM


3. Comments/Guidelines (if applicable):

