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1  Project Communications
Insert Project Name

[bookmark: _Hlk503541289]This document will document the communication events that will occur throughout the project. 

The blue italicized text should be removed when the document is complete.
	Project Name:  
	Project Name Insert project name.

	Project Manager:  
	Project Manager Insert project manager’s name.    

	As of Date:
	Date Updated Insert the date updated.


[bookmark: _Toc464033355][bookmark: _Toc7441318][bookmark: _Toc7441300][bookmark: _Toc464546206]Communications
As a project manager, you can spend up to 70% of your time communicating – sharing and receiving information about the plans, progress, and problems of your project. This section describes the communications – meetings, calls, working sessions, emails, status reports, and reviews – that will be used throughout the project. During initial planning, identify all the audiences and their communication needs. During detailed planning, finalize the communications and issue invitations, as appropriate. 
Event: the name that you will use to describe the event. You would use this name if you are scheduling meetings on other people’s calendars. 
Logistics: the details of how the event will occur; use the bullets as prompts. 
The tables are populated with examples; delete them and populate with the events that are appropriate for your project.
1. [bookmark: _Toc164010360][bookmark: _Toc464033356][bookmark: _Toc7441319]Status
	Event
	Logistics

	<Event>
	Owner: <Identify the person responsible for the event.>
Participants: <List the participants; exclude the owner.>
Mechanism: <Define the mechanism.>
Timing: <Define the timing.>
Key Topics: <List the topics or event desired outcome.>

	Core Team Status
	Owner: Project Manager 
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: Weekly
Key Topics:

	Sponsor Status
	Owner: Project Manager 
Participants: Project Sponsor
Mechanism: Face-to-face meeting, with status report
Timing: Bi-weekly
Key Topics:

	Executive Sponsor Status
	Owner: Project Manager 
Participants: Executive Sponsor
Mechanism: Email summarizing milestone status, major open issues, scope changes
Timing: Monthly
Key Topics:

	<Insert new rows here>
	


Additional Comments:
<start typing>

[bookmark: _Toc143413925][bookmark: _Toc146006218][bookmark: _Toc164010361][bookmark: _Toc464033357][bookmark: _Toc7441320]2. Working Sessions, Kick-Off, & Close-Out
	[bookmark: _Toc143413926][bookmark: _Toc146006219]Event
	Logistics

	<Event>
	Owner: <Identify the person responsible for the event.>
Participants: <List the participants; exclude the owner.>
Mechanism: <Define the mechanism.>
Timing: <Define the timing.>
Key Topics: <List the topics or event desired outcome.>

	Project Kick-Off: Core Team
	Owner: Project Manager
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: At the Project Kick-Off
Key Topics: 
Begin to build core team
· Define team charter, responsibilities, and deliverables
· Begin to identify project issues

	Working Sessions
	Owner: Project Manager
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: As needed
Key Topics: 
Collaborate on project deliverables
Address open issues

	Project Close-Out
	Owner: Project Manager
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: At the end of the project
Key Topics: 
Review remaining open issues and assign final responsibility
Identify lessons learned and best practices to be shared
Thank the team

	<Insert new rows here>
	


Additional Comments:
<start typing>

[bookmark: _Toc164010362][bookmark: _Toc464033358][bookmark: _Toc7441321]3. Review, Approval & Sign-Off
	Event
	Logistics

	<Event>
	Owner: <Identify the person responsible for the event.>
Participants: <List the participants; exclude the owner.>
Mechanism: <Define the mechanism.>
Timing: <Define the timing.>
Key Topics: <List the topics or event desired outcome.>

	Project Planning Approval
	Owner: Project Manager
Participants: Project Sponsor
Mechanism: Face-to-face meeting
Timing: At the completion of the plans
Key Topics: Review and approve the Project Strategy, Schedule, and Budget

	Gate Review
	Owner: Project Manager
Participants: Project Sponsor
Mechanism: Face-to-face meeting
Timing: At the checkpoint
Key Topics: Review the documents associated with the Gate Review.

	<Insert new rows here>
	


Additional Comments:
[bookmark: _Hlk58500030]<start typing>
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