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[bookmark: _Toc156409096]Introduction
[Succinctly summarise the purpose of the plan in relation to the communications throughout the project life cycle.]

[bookmark: _Toc156409097]Purpose of the Plan
The Communications Management Plan (CMP) is the primary document used for planning and tracking project communication. It describes the communication outcomes, target audiences, stakeholders, key messages, and activities on the project will be managed.

This document does not replace, detract, or eliminate any existing Organisational policies and procedures, and is intended to be used in conjunction with relevant policies and procedures already in place. 

The CMP is designed to be reviewed periodically and kept current and will be updated where material changes occur that impact the business case on which the project is based.

The CMP is a key management deliverable. The Project Manager is responsible for its production during the Planning Stage and for its upkeep during the project lifecycle, seeking input as required.

[bookmark: _Toc156409098]Key Outcomes
The key outcomes this communication plan aims to achieve are to:
· Establish clear and effective communication between people involved on the project.
· Identify roles and responsibilities relating to communication in the form of meetings and escalation.
· …




[bookmark: _Toc156409099]Target Audiences / Stakeholders
[Provide a list of audiences and stakeholders who the project affects, who need to know about the project and those who are involved. Outline objectives for each audience.]

The project affects the following audiences:
· 
· 

The project includes the following stakeholders:
· 
· 

[bookmark: _Toc156409100]Key Messages
[Outline the key messages to convey about the project to the audience and stakeholders identified in the previous section.] 
 
The project will benefit from communicating the following key messages with the target audiences and stakeholders:
· 
· 
· 


[bookmark: _Toc156409101]Communication Methods
[Outline the main communication flows, the methods to communicate between each group and guidelines and standards for those communication methods.]

[bookmark: _Toc156409102]Communication Flows
The communication flows as outlined by the Project Management Institute are as follows:
· Internal project communication – what is happening in the day-to-day delivery of the program and what changes, successes or delays team members need to be aware of.
· Communication between the project and the client – the best way for the project to communicate across the two business organisations.
· External communication – what information is appropriate for media relations and the public and when is best to share it.
· Corporate communication – engagement with the internal corporate centres and organisations.

[bookmark: _Toc156409103]Methods
The following is a list of some methods to be used throughout the project, updated as necessary.

	Method / Channel
	Description
	Audience

	Face to Face
	In person meetings are used on certain occasions and typically for planning, strategy, negotiations, or issue resolutions.
	Internal
Client
Corporate

	Phone calls
	1-1 or teleconference calls allow immediate responses.
	Internal
Client

	Meetings
	These are held to gain insight on status of the project and obtain project information.
	Internal
Client
Corporate

	Email
	Message communicated electronically and is the primary communication method for routine, day-to-day activities.
	Internal
Client
Corporate

	Mass Media
	External communication through radio, television, newspapers, press releases, briefings, customer newsletters, quarterly or annual reports about project activities.
	Internal
Client
External

	Internet
	Web pages and document repositories; blogs to provide information, news or commentary about project activities.
	Internal
Client
External

	Project Forums
	Planned events to openly present and discuss key areas of the project that are either changing or proving difficult to implement. This is an opportunity to present information and answer questions.
	Internal
Client
External 

	…
	
	



[bookmark: _Toc156409104]Meeting Guidelines
Some general guidelines for all meetings include:
· Meeting Agenda – prepared and issued 4 days prior to the meeting, outlining topics and assigning durations to each.
· Meeting Minutes – are to be taken by a note-taker and issued to the Meeting Chair for distribution within 2 days of the meeting.
· Meeting Chair – the chairperson is responsible for issuing the agenda, facilitating the meeting and distributing the meeting minutes.
· Actions – from the meeting and detailed in the minutes, action items have a designated owner and a date to action by which is established in the meeting. These are reviewed at the start of the next meeting.

[bookmark: _Toc156409105]Communication Standards
All meetings shall use the Organisation’s standard templates for meeting agendas, minutes, monthly project reports and dashboard presentations. 
Client Logo	Project Manager Logo	 
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[bookmark: _Toc156409106]Communications Matrix
[Complete the table to identify relationships between stakeholders, types of project information and how the information is communicated between them.]

The below table indicates how to communicate different types of information to stakeholders and the project team:

	Stakeholder
	Project Information
	Communicator
	Channel / Method
	Initial Delivery Date
	Frequency
	Priority Level
	Expected Outcome

	Project Team
	Project Updates
	Project Manager
	Teleconference 
	1 Jan 2022
	Weekly
	Med
	All are across the project progress and next steps.

	…
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



See Appendix A for the Project Contact List.

[bookmark: _Toc156409107]Communication Activity Schedule
[Complete the table to highlight the communication activities to be organised over the course of the project, which typically align with completion of key milestones.] 

The following schedule is to plan non-recurring communication activities to external stakeholders and audiences for the project.
	Purpose
	Channel
	Audience
	Responsibility
	Timing

	Raise awareness re the Project Funding Approval and commencement
	Media publication
	Public
	Jane Doe
	1 Jan 2022

	Celebrate DA Approval
	EDM & Media Article
	Public
	Jane Doe
	30 Oct 2022

	Appointment of Head Contractor
	EDM & Qrtly Newsletter
	All Staff & Public
	Rod Man
	14 Nov 2022

	…
	
	
	
	



[bookmark: _Toc156409108]Escalation Process
[Confirm the escalation process for the project including the triggers, reporting roles and critical timeframes.]
The escalation process for the project should be agreed upon as follows:
	Priority
	Definition
	Decision Authority
	Timeframe for Resolution

	Priority 1
	Major impact to project or business operations. If not resolved quickly there will be a significant adverse impact to revenue and/or schedule.
	Client CFO or higher
	Within 4 hours

	Priority 2
	Medium impact to project or business operations which may result in some adverse impact to revenue and/or schedule.
	Project Sponsor
	Within one business day

	Priority 3
	Slight impact which may cause some minor scheduling difficulties with the project but no impact to business operations or revenue.
	Project Manager
	Within two business days

	Priority 4
	Insignificant impact to project but there may be a better solution.
	Project Manager
	Work continues and any recommendations are submitted via the project change control process


[bookmark: _Toc156409109]Appendix A – Project Contact List


