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	Document Purpose

	To define the approach to ensuing that relevant, timely and effective communications are in place throughout the project.

To ensure that all project stakeholders are communicated with effectively, and that they receive all the information they need to fulfil their role in support of the project’s objectives.


Guidance: Use the Microsoft Word document properties to enter the project data such as Project Name, Customer Name, Security Classification and Author.  The paragraphs starting with “Guidance:” should all be deleted when completing this document.
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1. Aims and Objectives

What are the principal aims and objectives of the communications strategy for this project?  I.e. what role do communications have to play in ensuring this project achieves its objectives?  Why is communication important in this project?

· Bullet

· Bullet

2. Background

What communications have already taken place?  Have stakeholders already gained an impression of the project that needs to be reinforced or changed?

3. Roles and Responsibilities

Set out the roles and responsibilities for communications.  There may be specific responsibilities for the Board and Project Manager (and PAG if applicable) and more general responsibilities on team members.  Individuals may be given specific responsibility for communicating with particular stakeholders.

4. Key Messages and Content

What are the key messages from or about this project that need to be communicated?  Are there any specific themes that need to be emphasised or communicated throughout the project?  What are the main content areas that will need to be communicated as the project progresses?

5. Stakeholder Groups and Audience

List all the stakeholder groups forming the audience for the project communications.  (These will generally come from a stakeholder analysis.)

· Bullet
· Bullet

· Bullet

6. Communications Methods and Channels Available

What communications methods are available, how can they be used and which are best for specific stakeholders or types of message?

· Bullet
· Bullet
7. Feedback and Responses

Will the project need 2-way communication?  If so, how will feedback and responses be facilitated?

8. Effectiveness of Communications

Is successful communication critical in any areas of the project?  If so, do mechanisms need to be put in place to check that communications are being effective?

9. Communications Plan Matrix

	Stakeholder Group/Audience
	Message/ Content
	Communication Method/Channel
	Timing/ Frequency
	Responsibility & Information Source
	Required Outcome
	Verification Required
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