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	Date Prepared

	     
	     
	     
	     


	1.0
	Communication plan overview

	
	1.1
	Document intent

	
	1.2
	Document intended audience

	
	1.3
	Document change procedures

	2.0
	Goals and objectives of the plan

	3.0
	Project objective

	
	3.1
	Business strategies 

	
	3.2
	Customers

	
	3.3
	Internal drivers

	
	3.4
	External drivers

	4.0
	Project communication standards

	
	4.1
	Pager use and response

	
	4.2
	Cell phone use and response

	
	4.3
	Voice mail response

	
	4.4
	E-mail response

	5.0
	Teams and team members

	
	5.1
	Team name

	
	5.2
	Team objectives

	
	5.3
	Team leader

	
	5.4
	Team members and roles

	6.0
	Levels of information and communication

	
	6.1
	Executive status reporting standards

	
	6.2
	Customer status reporting standards

	
	6.3
	Project team status and issue reporting standards

	7.0
	Executive and other stakeholder reports

	
	7.1
	Standard report layouts

	
	7.2
	Sources of report information


	8.0
	Executive meetings

	
	8.1
	Meeting schedule

	
	8.2
	Meeting agenda

	9.0
	Summary reports (content and distribution)

	
	9.1
	Standard summary report layout

	
	9.2
	Frequency

	
	9.3
	Recipients

	10.0
	Cost reports (content and distribution)

	
	10.1
	Standard cost report layout

	
	10.2
	Frequency

	
	10.3
	Recipients

	11.0
	Deliverable reports (content and distribution)

	
	11.1
	Standard deliverable report layout

	
	11.2
	Frequency

	
	11.3
	Recipients

	12.0
	Detailed communication process

	
	12.1
	Issue communication

	
	12.2
	Change request communication

	
	12.3
	Scope change communication

	
	12.4
	Reprioritization assessment communication

	13.0
	Communication tools

	
	13.1
	Use of e-mail  (What communicated?  When used?)

	
	13.2
	Use of teleconferences (What communicated?  When used?)

	
	13.3
	Use of in-person meetings (What communicated?  When used?)

	14.0
	Tool formats

	
	14.1
	Statement of work structure

	
	14.2
	Project plan formats

	
	14.3
	Task assignment worksheets

	15.0
	Standard meetings

	
	15.1
	Agendas

	
	15.2
	Attendees

	
	15.3
	Attendance policy, decision-making policies

	16.0
	Ad hoc meeting processes

	
	16.1
	When called

	
	16.2
	How communicated

	
	16.3
	Attendance policy, decision-making policies

	17.0
	Web page or generally available program information repository

	
	17.1
	Address

	
	17.2
	Update frequency

	
	17.3
	Update policies, document control

	18.0
	Team building events

	19.0
	Mentoring processes

	
	19.1
	Mentor listing

	
	19.2
	Mentor and mentee goals

	
	19.3
	Mentor and mentee meeting log

	20.0
	Conflict management process

	21.0
	Sign-off processes (for customer authorization and so on)

	22.0
	Issues resolution

	
	22.1
	Process

	
	22.2
	Meetings, agenda

	
	22.3
	Logs

	23.0
	Project glossary of terms

	24.0
	Process for assigning work items to senior managers or sponsors

	25.0
	Project change logs
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