PROJECT COMMUNICATION PLAN
Purpose
To systematically identify all of the communication needs associated with the project and timeline.
Communication provides information, direction and project updates for the purpose of aligning all stakeholders with the goals, schedules and requirements for successful buy-in and project implementation. Communication facilitates discussion, understanding and decision making which provide direction to drive progress.
Glossary of Terms used in Project
A list of terms with definition and purpose to the project

Components of the Communication Plan
· Identification  of individuals and groups who need to be communicated to, directly and indirectly  involved in or impacted by the project

· The type of information to be communicated including Topic, Format, Content, and Level of Detail 

· Person(s) responsible for communicating the information

· Person(s) or Groups who will receive the information [Hospital Board, Administration, Team members, Endusers, Stakeholders, Hospital, Physician Practices, Medical Staff, Community ]

· Methods or technologies used to convey the information

· Frequency of the communication, weekly, monthly etc

Types of Communication:

· Project Contact Sheet – list of person(s), organization, role, email, phone, fax [team members]

· Core Project Documents [Contracts, Charter, Timeline/Schedule, Quotes] 
· Project Plans [Workplan, Risk/Mitigation, Communication, Education, Marketing, Testing, Implementation, Assessment]

· Project Communications: Meeting Minutes, Emails
· Project Tools [Assessments/Analysis, Process and Workflow Mapping, Current / Future State, Tracking Templates, Surveys, Research] 

· Project Presentations 
· Project Status Updates

· Information Updates : Articles / Memos / Postings

· Change Requests
	Communication Item
	Schedule / How Often/ Due Dates
	Recipients
	Person Responsible


	Format and Method of Distribution

	Introduction
Project Overview
	
	
	
	

	Project Kickoff

	
	
	
	

	Charter


	
	
	
	

	Core Documents/ Research
	
	
	
	

	Project Schedule/

Timeline


	
	
	
	

	Workplan

	
	
	
	

	Communication Item
	Schedule / How Often
	Recipients
	Person Responsible


	Format and Method of Distribution

	Communication 

Plan
	
	
	
	

	Marketing Plan (internal or external)

	
	
	
	

	Education Plan


	
	
	
	

	Testing Plan


	
	
	
	

	Implementation plan
	
	
	
	

	Meeting Minutes


	
	
	
	

	Email Groups:

Define Group
	
	
	
	

	Project Updates


	
	
	
	

	Project Presentations
	
	
	
	

	Project Surveys


	
	
	
	

	Project Assessments

/ Analysis
	
	
	
	

	Information

Updates
	
	
	
	

	Change Requests


	
	
	
	

	Documentation of Outcomes


	
	
	
	


Documentation of Outcomes

A summary of the project outlining the overall achievement of goals and objectives, project findings, conclusions and recommendations. 

The format outline: 

1. Introduction

2. Project Scope & Objectives 
3. Action plan
4. Brief statement on approach and methodology used
5. Description of key findings, conclusions and/or outcomes

6. Analysis of goals met and unmet

7. Provide data, charts, diagrams, etc. if appropriate

8. Cost analysis

9. Impact and Benefits, Return on Investment

10. Recommendations.

 
PROJECT APPROVAL
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