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Communications Plan Template

	Project Name:

	Prepared by:

	Date:

	Key Stakeholders

(Distribution Schedule)

▼
	Stakeholder Issues
	Key Messages to Communicate
	Communication Methods

to be Used

(written, one-on-one, electronic, meetings, etc.)
	Description of Specific Communications

(content, format, level of detail, etc.)
	Timing Issues

(see also Bar Chart, Project Schedule)
	Other

	Client


	
	
	
	
	
	

	Senior Management


	
	
	
	
	
	

	Sponsor
	
	
	
	
	
	

	Project team members
	
	
	
	
	
	

	Employees


	
	
	
	
	
	

	Subcontractors


	
	
	
	
	
	

	Suppliers


	
	
	
	
	
	

	Unions


	
	
	   
	
	
	

	Government Agencies


	
	
	
	
	
	

	News Media


	
	
	
	
	
	

	Community


	
	
	
	
	
	

	Other
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