Communication Plan

	Project:
	Project Manager:

	Project Sponsor:
	Date:



	Name/Nature of Communication
	Owner
	Recipient
	Frequency
	Format Used
	Delivery Media
	Comments

	Project Status Reports
	Project Managers
	Project Team
	Weekly (e.g. by Tuesday 12:00 PM)
	Standard Status Form
	E-mail
	These reports will serve as inputs for discussion at the weekly Program Status meeting

	Urgent Issues
	Project Manager 
	Project Sponsor &  Project Team
	As needed
	Any
	Verbal, E-mail, Memos
	The Project Manager will collect the issue and add an entry in the Issues Log.

	Project schedule
	Project Manager
	Project Team
	Weekly
	Microsoft Project
	SharePoint
	Microsoft project or Primavera used to determine project schedule

	Special Presentation or Meetings for updating Executives
	Project Manager 
	Executive Team
	As needed
	To be determined, based on requirements
	Meeting
	Power Point presentation and other artifacts used for providing project status

	Change Requests
	Project Manager
	Project Team
	As needed
	Standard Change Request form
	E-mail
	These change requests will be submitted to the PMO manager, discussed at the weekly PMO Status meetings

	Risk Register
	Project Manager
	Project Team
	As needed: Weekly or Bi-weekly
	Microsoft Excel or any other format
	
	Risk tracking and monitoring

	Budget tracking report
	Project Manager
	Project Sponsor
	Weekly
	Microsoft Excel
	
	Report that shows budget information

	Resource Calendar
	Project Manager
	Functional Manager
	As needed: Monthly or Bi-weekly
	HR system
	
	Document that presents the resource allocation and availability throughout the project lifecycle
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