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How to Use This Document

This document is a template for building your project document.  This template has been reviewed and accepted, but the sections and subsections may be modified to scale to the size and complexity of your project.  

Please rename this template and save the file using a descriptive filename.  

Some sections in this and other PMLC documents (such as Introduction, Project Purpose, and Project Background) may appear to be redundant between documents.  These sections are considered essential to allow each document to stand alone and provide basic information about the project.  Please feel free to cut and paste content from such sections in other documents where appropriate.  

Some sections and subsections in this document may include guidance on how to use the section. All guidance is shown in blue 11 pt Arial font.  Once you have read and understood the guidance, please delete it and replace it with your text.  

Some sections and subsections may include bracketed text to represent information which is variable across projects. Please replace bracketed text (including the brackets) with the content for this project.

Some sections and subsections may include boilerplate text. Boilerplate text is suggested language that may be used, modified, or discarded to conform to the particulars of your project. 

Please do not remove any entire sections or subsections from this document. If an entire section or subsection does not apply, include a statement under the section heading which reads, “This Section is not applicable for this project.” 

Before distributing this document for review or approval, please delete this How to Use This Document page. 
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1.0 Introduction

1.1 Project Description

Briefly describe your project here.

1.2 Project Background

Provide a brief history of your project here.

1.3 Communication Management Plan Overview

Describe the contents of this document.  For example:

Communication is a proactive, conscious effort that requires a written plan.  The PMBOK® describes the Communication Management Plan as the document that describes:

1. The communication needs and expectations of the project

2. How and in what format information will be communicated

3. When and where each communication will be made

4. Who is responsible for providing each type of communication

This Communication Management Plan provides stakeholder analysis and how project information will be collected, reported, and distributed.

2.0 Stakeholders

Fill out the stakeholder table below. Please add/remove/update pre-populated contents in Role, Responsibility, Stakeholder Information Requirements and Timeframe/Frequency/Trigger columns based on project need.

	Stakeholder Name(s)
	Role
	Responsibility
	#
	Stakeholder Information Requirements
	Timeframe / Frequency/
Trigger

	
	Sponsors
	Provide resources to enable project, provide high level requirements and overall approval for project and results, reach agreement with union
	1. 
	Receive written project updates
	Monthly 

	
	
	
	2. 
	Provide input to requirements
	Prior to completion of significant project milestone / functionality (as directed by Responsible Manager)

	
	
	
	3. 
	Receive demos and provide feedback
	Upon completion of significant project milestone / functionality (as directed by Responsible Manager)

	
	Project Management
	Coordinate overall project activities
	4. 
	Receive update on project progress
	Weekly and ad hoc as needed

	
	
	
	5. 
	Provide updated schedule to team members
	Weekly

	
	
	
	6. 
	Direct communications with tech team
	Ad hoc as needed

	
	Responsible Manager
	Provide day-to-day project direction and requirements
	7. 
	Receive update on project progress
	Weekly and ad hoc as needed

	
	
	
	8. 
	Provide input to requirements
	Weekly and ad hoc as needed

	
	
	
	9. 
	Direct communications with tech team
	Weekly and ad hoc as needed

	
	Tech Team Members (SA, Developers, BA, QA, BA Backup and support)
	Implement solution
	10. 
	Provide and receive updates on project progress
	Weekly

	
	
	
	11. 
	Direct communications with tech team
	Weekly and ad hoc as needed

	
	Security (Security Advisor, ISSO)
	Coordinate C&A testing
	12. 
	Provide and receive updates on project progress
	Weekly

	
	
	
	13. 
	Direct communications with tech team
	Weekly and ad hoc as needed

	
	System Owner 
	Approve and own system
	14. 
	Receive written project updates
	Monthly and ad hoc as requested

	
	
	
	15. 
	Provide input to requirements
	Prior to completion of significant project milestone / functionality (as directed by Responsible Manager)

	
	
	
	16. 
	Receive demos and provide feedback
	After completion of significant project milestone / functionality (as directed by Responsible Manager)

	
	User Representatives 
	Represent interest of users
	17. 
	Receive update on project progress
	Weekly and ad hoc as needed

	
	
	
	18. 
	Provide input to requirements
	Weekly and ad hoc as needed

	
	Records Management Section 
	Co-ordinate with RMS team to determine RMS requirements and test RMS related changes
	19. 
	Provide and receive updates on project progress
	Weekly

	
	
	
	20. 
	Direct communications with tech team
	Weekly and ad hoc as needed

	
	ADA/508
	Co-ordinate with ADA/508 team to determine 508 requirements and test 508 related changes
	21. 
	Provide and receive updates on project progress
	Weekly

	
	
	
	22. 
	Direct communications with tech team
	Weekly and ad hoc as needed


3.0 Project Information Collection, Reporting, and Distribution

Describe how your project will collect, report and distribute information.  For example:

	Communication Name**
	

	Information Requirement Met (# column from section 2 table)
	

	Information Providers
	

	Information Recipients
	

	Collection Timeframe/
Frequency/Trigger
	

	Type
	

	Facilitator
	

	Distribution/ Storage
	


	Communication Name**
	

	Information Requirement Met (# column from section 2 table)
	

	Information Providers
	

	Information Recipients
	

	Collection Timeframe/
Frequency/Trigger
	

	Type
	

	Facilitator
	

	Distribution/ Storage
	


	Communication Name**
	

	Information Requirement Met (# column from section 2 table)
	

	Information Providers
	

	Information Recipients
	

	Collection Timeframe/
Frequency/Trigger
	

	Type
	

	Facilitator
	

	Distribution/ Storage
	


**Note:  Example communications include monthly briefing, weekly status report, daily status meeting, etc.
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