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[bookmark: _Toc29024161][bookmark: _Toc29024452][bookmark: _Toc29028488][bookmark: _Toc32823466][bookmark: _Toc262056271]Communications Plan Template
	Key Stakeholders (Distribution Schedule)
	Stakeholder Issues
	Key Messages to Communicate
	Communication Methods to be Used
(written, one-on-one, electronic, meetings, etc.)
	Description of Specific Communications (content, format, level of detail, etc.)
	Timing Issues
(see also Bar Chart, Project Schedule)

	Client
	Deliver time
	Quality, no defects and suitable produces used
	Emails.
Monthly onsite walkabouts
	Formal.
Emails or procore
	Programme.
Weekly

	Management
	Cost.
Safety.
	Make a buck.
Nil safety incidence.
	Email, verbal, phone calls site inspections.
Monthly.
	Formal and informal.
All forms of communication
	Programme.
Scheduling, sequencing.
Monthly.

	Sponsor
	Site catch-up and functions.
	Availability and serviceability.
	Verbal.
	Informal.
	None

	Project team members
	All.
Every issue possible.
	Drive with a common goal and spirit.
	All.
Formal and informal.
	All.
Sometimes detailed and informal.
	All.


	Employees
	All.
Every issue possible.
	Drive with a common goal and spirit.
	All.
Formal and informal.
	All.
Sometimes detailed and informal.
	All.


	Subcontractors
	All.
Safety.
Quality.
Program.
Cost.
	Be safe, build a quality project on time with minimal issues and variations.
	All.
Formal and informal.
	All.
Sometimes detailed and informal.
	Bar chart.
Program.
Logistics plan.
Pre starts.

	Suppliers
	Timing.
	Any delays to be rectified.
	All.
Formal and informal.
	All.
Sometimes detailed and informal.
	Change out product, use different suppliers.

	Unions
	Pay.
Safety.

	Our project, trust our methods and processes.
	   All.
Formal and informal.
	All.
Sometimes detailed and informal.
	None.

	Government Agencies
	Approvals
	Approvals to proceed and installed as req.
	Written.
Approvals.
Certificates.
	All.
Sometimes detailed and informal.
	[bookmark: _GoBack]None.

	Community
	Communication
	Any community effected 
	All.
Formal and informal.
	All.
Sometimes detailed and informal.
	None.
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