Communication Management Plan in Project
Management

Effective communication is a cornerstone of successful project management. This
comprehensive communication management plan outlines a simple yet robust strategy,
ensuring all stakeholders remain informed and engaged throughout the project lifecycle.

Objectives and Principles

 Ensure Transparency: Keep all stakeholders informed about project progress,

changes, and decisions.
« Foster Collaboration: Encourage open dialogue and feedback among team members.

» Maintain Documentation: Keep a record of all communications for reference and

accountability.

Stakeholder Identification

« Internal Stakeholders: Project team, management, company departments.
» External Stakeholders: Clients, suppliers, contractors, regulatory bodies.

Communication Methods

1. Emails: For formal communications, updates, and documentation.
2. Meetings (Virtual and In-Person): Regular scheduled meetings for detailed

discussions.
3. Instant Messaging: For quick, informal communication among team members.

4. Project Management Tools: To track progress, share documents, and update tasks.

Communication Plan Table



Stakeholder Type of Method Frequency Responsible
Group Information Person

Project Team Project Meeting Weekly Project
Updates Manager

Clients Progress Email Bi-weekly Client Liaison
Reports

Suppliers Order Email As needed Procurement
Updates Officer

Regulatory Compliance Email Monthly Compliance

Bodies Reports Officer

Meeting Schedule

* Weekly Team Meetings: Mondays at 10 AM.
e Monthly Management Review: First Friday of each month.
» Client Meetings: As per client availability and project milestones.

Documentation and Record Keeping

» Meeting Minutes: Document key points, decisions, and action items.
¢ Email Archives: Maintain a repository of all project-related emails.
» Project Dashboard: Update regularly on the project management tool.

Feedback and Adaptation

e Quarterly Surveys: Gather feedback from stakeholders on communication
effectiveness.

« Adaptation Strategy: Regularly review and adapt communication strategies based on
feedback.

Emergency Communication

» Protocol: Clear guidelines for communication in case of emergencies or critical issues.

¢ Backup Contacts: List of alternate contacts for all key stakeholders.

This plan serves as a dynamic document, evolving as the project progresses and adapting
to new challenges and needs. Regular reviews and updates will ensure its effectiveness and
relevance throughout the project lifecycle



