Communication Plan
 

	Communiqué
	Distribution
	Frequency

	Meeting Minutes
	Attendees
	As required

	Change Control Forms, Change Control Forms, and Statement of Change
	
	As required

	Invoices
	
	Quarterly

	Methodology-related questionnaires
	
	As issued

	Travel Schedules and Requests for Optimization Project
	
	As issued

	Travel Schedules and Requests for Other Projects
	
	As issued

	Database Reports (standard and ad-hoc customized)
	
	As issued

	Project Charter
	
	When amended

	Status Reports (initial draft)
	
	Biweekly

	Status Reports and Project Schedule
	
	Biweekly

	Other Project Management Documents (e.g., Issue Management Plan, Communications Plan, etc.)
	
	When amended

	Deliverables
	
	When created


	Vital Signs

	
	Cost
	Schedule
	Scope
	Team
	Comments
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	Alert
	
	
	
	
	


	Project Schedule
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	Current/Revised
	
	
	
	
	
	
	
	
	
	
	


	Milestone
	Target/Complete
	Milestone
	Target/Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Project Costs


	
	Planned
	Revised Plan
	Actual To Date
	New Projected Total

	IT
	
	
	
	

	Non-IT
	
	
	
	

	Total
	
	
	
	


	Major Issues and Status

	Brief Description (Resp. Party)
	Description of Proposed Action(s)
	Required Resolution Date



	
	
	


	Significant Accomplishments This Month


	Actions Planned Next Month


	Sponsor Comments
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