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1. Introduction

[Description of the document and its purpose.]
2. List of Steering Committee and Stakeholder Groups and Members

[List steering committee (project board) and all stakeholder groups. Include a description, purpose and list of group members for each group.]
	Stakeholder Group Name
	Description
	Members

	
	
	

	
	
	


3. Formal Communication Schedule / Plan
[Detail specific communication type, including the method, owner and audience for each.]
	Communication
	Content
	 Objective
	Owner
	Audience
	Method
	Frequency / Date

	Project Status meeting
	Schedule review, risk and issues
	Update schedule, manage risks and resolve issues, 
	PM
	Project team
	Meeting – local and phone attendees
	weekly

	
	
	
	
	
	
	


4. Informal Communication Plan
[Detail how the team will manage unscheduled communications, including the method, owner and audience for each. See example]
	Issue
	Description
	Action
	Owner (escalate to)
	Audience
	Method
	Timeline

	Critical technical problem
	Critical problem identified that needs immediate attention
	Meeting
	Technical Lead
	Technical team and PM
	Meeting – in person or phone
	asap

	
	
	
	
	
	
	


5. Communication Rules
[List any rules, either company or regulatory, that exists at your company, the client company or the vendors company that affect what and how things can be communicated.]
Communication Plan
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