Stakeholder Communication Management

Plan

A Stakeholder Communication Management Plan is essential for ensuring successful
communication with stakeholders in any project. This plan outlines the strategies and tools
to effectively engage and communicate with stakeholders, thereby aligning their

expectations and project goals.

Stakeholder Identification

Table 1: Stakeholder Identification

Stakeholder Group Description

Project Team Individuals directly

involved in project

execution

Clients/Customers Recipients of the project’s
output

Management Decision-makers and
SpoNsors

Suppliers External vendors and

service providers
Regulatory Bodies Entities ensuring

compliance with laws and
standards

Communication Objectives

Importance to Project

High

High

Medium

Low

Medium

* Inform: Keep stakeholders informed about project progress, changes, and milestones.

* Engage: Actively involve stakeholders in decision-making processes.

* Feedback: Gather and incorporate stakeholder feedback for continuous improvement.



Tool/Channel

Email

Meetings
(Virtual/In-person)

Newsletters

Surveys

Project
Management
Software

Table 2: Communication Tools and Channels

Purpose

Informing about
updates and
milestones

Discussion,
feedback, and
decision making

General project
updates and news

Gathering
feedback

Real-time project
tracking and
updates

Communication Schedule

Table 3: Communication Schedule

Communication Tools and Channels

Frequency

Weekly

Bi-weekly

Monthly

As needed

Continuous

Stakeholder Group

All

Project Team,
Management

Clients/Customers

, Suppliers

All

Project Team,
Management



Activity Frequency Responsible Target

Person Stakeholder
Progress Reports Weekly Project Manager Management
Team Meetings Bi-weekly Team Lead Project Team
Stakeholder Monthly Project Manager Clients/Customers
Meetings , Suppliers
Status Email Weekly Communication All
Updates Officer
Feedback Surveys Quarterly Quality Analyst All

Feedback and Adaptation

» Feedback Mechanisms: Regular surveys, suggestion boxes, and open discussions.

* Adaptation Strategy: Regularly review feedback and adjust communication strategies
accordingly.

Monitoring and Reporting

* Monitoring: Regularly track the effectiveness of communication channels and tools.

* Reporting: Provide monthly reports on communication activities, stakeholder
engagement levels, and feedback summary.

Effective stakeholder communication is a dynamic and ongoing process. This plan should

be revisited and revised as necessary to suit the evolving needs of the project and

stakeholders. Ensuring open, transparent, and timely communication will significantly

contribute to the success of the project.



