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1. Introduction

The purpose of the communication plan is to ensure the Project Management Improvement Project provides relevant, accurate, and consistent project information to project stakeholders and other appropriate audiences. By effectively communicating the project can accomplish its work with the support and cooperation of each stakeholder group.
The communication plan provides a framework to manage and coordinate the wide variety of communications that take place during the project. The communication plan covers who will receive the communications, how the communications will be delivered, what information will be communicated, who communicates, and the frequency of the communications. 

2. Communication Objectives

Effective and open communications is critical to the success of the project. 
The key communication objectives for the project are: 
[Enter the key communications objectives for the project.]
3. Communication Purpose and Target Audiences

This section identifies the audiences targeted in this Communication Plan, and the purpose of communicating with each audience. A complete list of the participants in each audience can be found in the Appendix.
	Audience
	Communication  Purpose

	
	

	
	

	
	

	
	

	
	

	
	

	
	


4. Communication Message and Delivery

The following outlines the targeted audiences, the key communication messages to be delivered, and the method for delivering the information, the communicator, and the frequency of the delivery.
	Audience
	Message
	Delivery  Method
	Delivery Frequency
	Communicator

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5. Communication Message Contents


The section outlines the contents of the key communications.
[Enter the key communications for your project and the major items of information that will be included in each communication. 

For example:

A Project Briefing might include:
-     Goals of the project
· Project Status

· Project Problems and Issues

· Project Checklist]
Appendix 

Target Audience Participants
[Enter the general audience type such as Steering Committee or Project Team, the names of the participants and the participant’s organization.]
	Audience
	Participants
	Organization

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	








