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	Communication Plan

This is the plan you will use to set the communication throughout the project. What gets set here must be held throughout the project. If these don’t stay consistent the communication will fall apart in the middle of the project which could affect critical moments within the life of the project.

Make sure to set this up with your stakeholders. Certain stakeholders may prefer alternate methods of communications than others. Some people like to chat about the project on the computer, while others like in person meetings. Make sure you set this up with everyone’s preferences in mind. 

Also consider that certain types of communications demand in person meetings while others may not.

The most important thing to keep in mind is being
clear on the what, the who, and the when.

	Communication Specifics

Type/Topic—Indicates what the meeting is about.
For example, you could have a weekly key stakeholder meeting about project progress.

Initiator—Indicates the person responsible for
starting the conversation and reminding everyone of the meeting.

Audience—Indicates who should be in the meeting.

Method—Indicates what method will be used for the communications. Slack, in person, virtual meetings, etc.

Time Frequency—Indicates what the time of the
meeting should be or how often it should be held.

Make sure you are not having too many meetings
where stakeholders won’t be able to perform their
tasks. You don’t want meetings to get in the way of the work. But make sure everyone is kept in the loop.
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