Project Communication Plan Checklist

Creating a communication plan that is both comprehensive and easy to use is essential for
effective project management. Below is a checklist presented in a straightforward format to
ensure you cover all necessary aspects of a successful communication plan.

l. Setting the Stage

1. Define Project Scope and Objectives
* Clear description of the project scope.
* SMART objectives (Specific, Measurable, Achievable, Relevant, Time-bound).

Il. Audience Analysis

2. ldentify Stakeholders
* | ist of internal and external stakeholders.
e Stakeholder roles and influence levels.
3. Understand Audience Needs
¢ Analysis of audience needs and preferences.
e Communication styles suited to different audiences.

lll. Message Development

4. Craft Key Messages
e Primary messages aligned with project goals.
» Secondary messages for different stakeholder groups.

IV. Channel Selection

5. Choose Communication Channels
¢ Appropriate channels for each stakeholder group (e.g., email, meetings, social
media).
* Plan for utilizing multiple channels for broader reach.

V. Action Plan



6. Detail Specific Activities
e List of communication activities (e.g., presentations, reports).
» Assigned responsibilities for each activity.
/. Timeline
¢ Schedule for each communication activity.
* Milestones and deadlines.
8. Budget
¢ Estimated costs for communication activities.
» Approval of budget and allocation.

VI. Monitoring and Adjustment

9. Feedback Mechanisms
» Tools for gathering feedback (e.g., surveys, feedback sessions).
e Schedule for reviewing feedback.
10. Evaluate and Adapt
e Metrics for evaluating communication effectiveness.
 Plan for adjusting strategies based on feedback.

VII. Risk Management

11. Identify Potential Risks
e |ist of potential communication risks.
e Contingency plans for each risk.

VIIl. Legal and Ethical Compliance

12. Compliance Checks
e Review for legal and ethical compliance in communications.
¢ Documentation of compliance measures.
This checklist provides a structured approach to developing a comprehensive
communication plan. It ensures that all critical elements of project communication are
considered, from defining objectives and understanding the audience to crafting messages,
selecting channels, and evaluating effectiveness. Regularly revisiting and updating the

checklist as the project progresses will help maintain effective communication throughout
the project lifecycle.



