Evaluation Communication Plan for Project

An Evaluation Communication Plan is crucial for the effective monitoring, assessment, and
reporting of a project’s progress and outcomes. This plan outlines a structured approach to
ensure that all stakeholders are informed and engaged throughout the project lifecycle.

Objectives

e To track project progress and cutcomes.
e To ensure timely and transparent communication with stakeholders.
« To facilitate decision-making based on evaluation findings.

Stakeholder Identification

Table 1: Stakeholder Mapping

Stakeholder Group Interest in Project Communication Method
Project Team High — Execution and Regular meetings, Email
Monitoring updates
Investors High — Return on Monthly reports,
Investment Executive summaries
Clients Medium - Quality and Quarterly reviews,
Timeliness Surveys

Communication Methods and Tools

» Regular Meetings: For internal team updates and decision-making.
« Email Updates: Frequent progress reports to all stakeholders.
» Project Management Tools: Platforms like Trello or Asana for real-time updates.

Evaluation Metrics

Key Performance Indicators (KPIs)



e Project Timeline: Adherence to deadlines.
» Budget Utilization: Monitoring of expenses against the budget.
* Quality Metrics: Standards of deliverables as per objectives.

Evaluation Timeline

Graph: Project Evaluation Timeline

e Phase 1: Planning and Initiation (Month 1-2)

¢ Phase 2: Execution (Month 3-6)

e Phase 3: Monitoring and Control (Month 7-10)
e Phase 4: Closing and Review (Month 11-12)

Feedback Mechanisms

¢ Surveys: For client and stakeholder feedback.
» Review Meetings: Post-phase evaluations with the project team and stakeholders.

Reporting Formats

Standard Report Template

» Executive Summary: Overview of status and major findings.
» Detailed Analysis: Comprehensive review of KPIs, budget, and timeline.
+« Recommendations and Next Steps: Actionable insights based on findings.

Crisis Communication Plan

« Immediate Notification: Alert stakeholders of critical issues.
e Action Plan: Outline steps to address and resolve the crisis.
o Post-Crisis Review: Analyze the response and update the plan as necessary.

Continuous Improvement

¢ Implement lessons learned into future projects.

e Regularly update the communication plan to reflect project changes and stakeholder
feedback.

Conclusion

A well-structured Evaluation Communication Plan is essential for the success of any project.
It ensures that all parties are consistently informed and engaged, facilitating a transparent
and effective evaluation process.



