Communication Plan Template  seginner version

A communication plan template sets out who needs what information, when, how and from whom, so stakeholders stay informed without drowning in updates.

Communication plan - who needs what, when, how and from whom

I L O S

Status report Sponsor, steering group Email + dashboard Weekly Project manager
Steering committee Steering group Meeting Monthly Sponsor

Team stand-up Project team Video call Daily Team lead
Stakeholder newsletter Wider organisation Intranet Monthly Comms lead
Go-live notice Customers Email Once Marketing
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