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The following are suggested sections for the Communications Management Plan
Purpose of Communications Management Plan
Describe the purpose of the Communications Management Plan using the following guidelines.  Do not merely describe the content of the plan, but explain why Communications Management is necessary for the project:
The success of any project is heavily reliant upon the project team members and stakeholders being thoroughly informed in a timely manner.  Information such as scope, time, cost or quality changes, current project schedule status, current and projected cost data, and project decisions or issues all need to be disseminated to project members and stakeholders.  This Communications Plan establishes the project’s processes and requirements for the collection and distribution of project data.
Document accessibility and security are also key factors.  Not every project participant requires access to every project document, but some information should be available to all.  Methods need to be in place to identify security and accessibility to project information.
Roles and Responsibilities
Describe how the following project participants, at a minimum, perform in the planning and execution of project communications
Project Sponsor 

Project Manager 

Project Team 

Project Stakeholders

Stakeholder Identification
Using the WBS and OBS identify the project stakeholders, when they will be active on the project and all the pertinent information necessary to communicate with them (organization, title, address, phone numbers, email, etc.). Further identify alternates and subordinates that will be assigned to the project and act on behalf of a stakeholder. Provide the stakeholders responsibility to the project including review and approval authority for project documentation.
Project Reports
Describe the reports to be generated in support of the project. Define the data to be collected, the frequency of collection, the responsible party for collection, compilation and analysis, the report media and format, and the distribution of the report. Some examples of reports include:
	Project Status
	Open Issues/Action Items

	Financial Data
	Quality Assurance

	Cost Variance
	Resource Utilization/Projections

	Schedule Status and Variance
	Change Control 

	Updated Project Schedules
	



The following other subsidiary project management plans also should contain information on reports:
· Cost Management Plan
· Schedule Management Plan
· Risk Management Plan
Ad-hoc or specialized report requests may arise during the project.  The plan should describe how specialized reports are accepted within the project, who approves them and how reporting changes will be communicated.
Project Meetings
Describe the meetings held on the project, their purpose, frequency, attendees and reporting requirements. This information might be held is a separate document for easier maintenance.
Project Information Accessibility
Access to project information should be planned. Centralized project files and data may not be advantageous to large projects with varied geographic locations. This section will define the project team requirements, media and locations for project information, including any document management system employed. Also consider document scanning and storage policies within the project office. The plan should also cover document security, the requirement for locked storage, passwording, etc.
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