Communication Plan

Purpose/Definition:  The communication plan identifies how communication will occur with stakeholders (people who are affected by the project) or people who can influence it but are not directly involved with doing the project work.  Helpful to use in the Define Phase.
Instructions:  To use as a template, please save a copy by clicking on the save icon.  Identify people who will be involved in or affected by your project.  Ask them or guess what their main concerns are and make preliminary decisions about how you will keep them informed throughout the project.
	Role
	Who

(Names of people

or groups)
	Main Concerns
	Communication Notes

(When and how you will communicate with them)

	Team Leader  

(if someone other than yourself)
	
	
	

	Team Member(s)
	
	
	

	Sponsor(s)
	
	
	

	Facilitator
	
	
	

	Customers
	
	
	

	Process Owner
	
	
	

	Other Stakeholders
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