Simple Project Communication Plan

Objective: To ensure clear, consistent, and effective communication throughout the project

lifecycle.

1. Communication Goals

» Ensure transparency: Keep all stakeholders informed about project progress.

« Facilitate collaboration: Encourage open dialogue among team members.

* Manage expectations: Clearly convey project milestones and deliverables.

2. Stakeholder Analysis

« Internal Stakeholders: Project team, management.

* External Stakeholders: Clients, partners, vendors.

3. Communication Methods

Stakeholder

Project Team

Management

Clients

Vendors/Partners

Method

Meetings

Email Reports

Newsletters

Conference Calls

4. Roles and Responsibilities

Frequency

Weekly

Bi-weekly

Monthly

As needed

Content

Progress updates,
issues

Summary of
progress

Milestones, next
steps

Specific
requirements



Role Responsibility

Project Manager Oversee overall communication plan
Team Leads Facilitate team meetings and updates
Communication Lead Prepare and distribute external

communication

5. Key Messages

* Project Milestones: Major achievements and upcoming deadlines.
» Challenges and Solutions: Any obstacles and how they are being addressed.
* Success Stories: Highlights of exceptional performance or results.

6. Feedback Mechanism

» Surveys: Regular feedback from stakeholders.
* Suggestion Box: Anonymous suggestions for improvement.
» Review Meetings: Discuss feedback and implement changes.

7. Review and Adaptation

* Quarterly Reviews: Assess effectiveness of communication plan.
* Adaptation: Make necessary adjustments based on feedback and project evolution.

8. Crisis Communication

* Emergency Contact List: Key personnel for urgent issues.
» Crisis Protocol: Steps to manage and communicate during a crisis.

9. Document Control

» Version Management: Keep track of document updates.

¢ Access Control: Define who can view and edit the communication plan.

e Continuous Improvement: Regularly refine communication strategies.

» Stakeholder Engagement: Maintain strong relationships through effective
communication



