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Ensuring the appropriate level of enthusiasm

Knowing the right tools for this process e.g. teambuilding

The right steps to motivate and to inspire all members
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Deliverable

Description ‘ Delivery Method

Regular update on critical project

Frequency

Jal gl) s e Jla

Communication Plan Template 2
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This template can be usedto

prepare a communication plan
which could be shared with the
project team to list down there

activities

Audience

Project Manager

Project status report . E-mail Weekhy Project Manager Project Sponsor
Isslies Project Team

. . Regular update on project quality . . Project Manager

Quality audit report performance E-mail Weekhy Quality Manager Project Sponsor
<Deliverable= <Description= <Delivery Method= <Frequency= <Owner= <Audience=
<Deliverable= <Description= <Delivery Method= <Frequency= <0wner= <Audiences=
<Deliverable= <Description= <Delivery Method= <Freguency= <Owner= <Audience=

Project Manager
Project review Project status update KMeeting Monthhy Project Manager Project Sponsor

Project Team
<Deliverable= <Description= <Delivery Method= <Freguency= =<Owner= <Audience=
<Deliverable= <Description= <Delivery Method= <Freguency= =<Owner= <Audience=
<Deliverable= <Description= <Delivery Method= =Frequency= <Owner= <Audience:=
Task reminders Task Owner schedule E-mail Drai Project Manager PEr sl

- y & g Project Team
<Deliverable= <Description= <Delivery Method= <Freguency= <0Owner= <Audience=
<Deliverable= <Description= <Delivery Method= =Frequency= <0hwner= <Audience=
<Deliverable= <Description= <Delivery Method= =Frequency= =Owner= <Audience=

Project Manager

) . , ) . . : Project Sponsor
Team meeting Meeting to review project status Meeting Weekhy Project Coordinator T e

CQuality Manager
<Deliverable= <Description= <Delivery Method= =Frequency= =<Owner= <Audience=
<Deliverable= <Description= <Delivery Method= =Frequency= =<0hwner= <Audience=
<Deliverable= <Description= <Delivery Method= <Freguency= =Owner= <Audience=

Project Manager
Team event Regularly schedule team morale Ewvent Quarterhy Project Sponsor Project Sponsor

events .

Project Team
<Deliverable= <Description= <Delivery Method= =Frequency:= <0wner= <Audience:
<Deliverable= <Description= <Delivery Method= <Freguency= =<0wner= <Audience=
<Deliverable= <Description= <Delivery Method= <Frequency= <Owner= <Audience=
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