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11..      IInnttrroodduuccttiioonn  

 

The communication management plan provides: 

- Stakeholder communication requirements 

- Information to be communicated, including format, content and level of detail 

- Person responsible for communicating the information 

- Person or groups who will receive the information 

- Frequency of  communication  

- Meeting rules 

- Escalation process – identifying time  frames and the management chain for 

escalation of issues that cannot be resolved at lower staff level 

22..      AAuuddiieennccee  

 

 

33..          IInntteerrnnaall  tteeaamm  ccoommmmuunniiccaattiioonn  

 

33..11  CCoommmmuunniiccaattiioonn  rreeqquuiirreemmeennttss  

 

During the project life cycle the information needed to be disseminated among the project 

team members contains but is not limited to: project status information, forecast 

information, concerns, risks and issues regarding the project and changes to:  

- external and internal dependencies,  

- staff,  

- Scope of the project. 

 

All the contact info needed can be found in Staffing Management Plan



 
 

33..22  IInntteerrnnaall  ccoommmmuunniiccaattiioonn  iitteemmss  

 
Communication 

Item 

Purpose Delivery 

Frequency 

Delivery 

Method 

Originator/ 

Sender 

Target Audience Action Comments 

Project Status 

reports 

To inform about 

project status, 

forecast, risks, issues, 

concerns, project 

changes and  next 

steps. 

Weekly, 

Monday 

Status Report 

Template 

  Information 

Review 

Use 

StatusReportTemplate.ppt 

as template 

Weekly project 

meeting 

Using the status 

reports input to 

discuss and address 

the issues and make 

clear all unclear 

information from the 

status reports 

Weekly, 

Monday,  

Conference 

meeting 

  Information 

Review, meeting 

minute 

hour, bridge and pass  

        

        

 



    

 

44..          EExxtteerrnnaall  tteeaamm  ccoommmmuunniiccaattiioonn  

 

44..11  CCoommmmuunniiccaattiioonn  rreeqquuiirreemmeennttss  

 

During the project life cycle the information needed to be exchanged with the stakeholders contains but is not limited to: project status 

information, forecast information, concerns, risks and issues regarding the project and changes to:  

- External dependencies,  

- Scope of the project, 

- Schedule. 

 

All the contact info needed can be found in Staffing Management Plan 

 

44..22  EExxtteerrnnaall  ccoommmmuunniiccaattiioonn  iitteemmss  

 

 
Communication 

Item 

Purpose Delivery 

Frequency 

Delivery 

Method 

Originator/ 

Sender 

Target Audience Action Comments 

Consolidated 

Schedule 

updates  

To inform 

stakeholders about the 

consolidated schedule 

updated 

Life cycle 

as needed, 

at least 

weekly 

email     

Milestone 1 

Review 

       

CCB  As needed      

 



 
 

 

55..  MMeeeettiinnggss  gguuiiddee--lliinneess  

    

For others project meetings than project weekly meeting the following recommendations 

should be taken in consideration: 

 

- The meeting originator should send an agenda one day before the meeting and 

any other helpful information related to the topics needed to be discussed. 

- Invite to the meeting only the right people, not everyone. 

- The meeting should take no more than an hour. 

- After the meeting, the originator should send a meeting minute. 

66..  EEssccaallaattiioonn  PPrroocceessss  

 

Escalation process identifies the time frames and the management chain (names) for 

escalation of issues that cannot be resolved at a lower staff level. 

 

Escalation level Time frame 

  

  

  

 

77..  GGlloossssaarryy  ooff  ccoommmmoonn  tteerrmmiinnoollooggyy  

 

 

Term Definition 

  

  

  

  

  

  

  

  

  

  

  


