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Communication Overview 
This document covers how communications should occur in the project.  The actual communications are detailed in the Communications Schedule.  The document is important so that people:

· Hear consistent and relevant information

· At the right time

· From the right source
Without agreement on the points below, communication will be sporadic, contradictory and incomplete.

Project Communication Needs

Instructions:
Outline the general needs of the project in terms of what communication will achieve for the project.

Example:  
This particular project will have considerable impact on users in Accounts Payable.  Their job will change significantly and they need to be prepared for the change.  In addition, we have a broad group of stakeholders who need to be kept informed of progress on the project, and also any particular impacts we identify for those stakeholders.

Audience

Instructions:

Define the groups of stakeholders who will form the particular audiences.

Example:

	Audience
	Sub-Group

	Business Users
	Supportive of the changes

	Business Users
	Opposed to the change

	Suppliers
	Using e-commerce

	Suppliers
	Using traditional purchasing processes

	Etc
	


Audience Needs

Example:
	Audience
	Information Need

	Business Users
	· Progress of the project

· Impact on their area

· Training

	Program Director
	· Progress of the project

· Issues to be resolved

	Sponsor
	· Progress of the project

· Cost to date and projected

· Issues to be resolved

	Etc
	


Communication Risks

Instructions:
Identify the particular risks related to communication.  These should then be included in the normal project risk assessment process.

Example:

· There will not be enough tangible information available early enough to prepare users for the changes

· The large number of people opposed to the change will overwhelm any message put out by the team.
Messages to be Avoided

Instructions:
List any particular messages that should not be broadcast.

Example:

In a particular project, the delivery of new PCs is dependant on a decision as to who will be successful in the current tender.  This means that the delivery of PCs will be just prior to the go live date.  This is later than we would like.  

There are two messages to avoid:

· Any information to users regarding the timing of equipment deployment.  

· The fact that we are on a tight schedule as there is the risk the tenderer will use this information to drive us to a decision earlier than we might wish.
Communicators

Instructions:
Who will be responsible for communicating particular information?  This is different to the person responsible for creating information and ensuring it is distributed.  That person is identified in the “Communication Schedule”

Example:

· We will ask the CEO to brief the Branch Managers on the project progress during the monthly conference call.

· Each Branch Manager will be responsible for keeping the customer service people up to date.
Approvals

Instructions:
Identify any specific approval processes

Example:  
Any document issued outside the team will need to be approved by the Project Manager
Budget

Instructions:
If there is a specific budget for communication it should be detailed.  This is only likely on “Large” or “Very Large” projects.
Example:  
There is a budget of $25k for communication.  This is based on having a part time PR consultant for four days a month during the project

Developing a Change Management Strategy
Instructions:
Depending on the extent of change involved in the project, it may be appropriate to prepare a “Change Management Strategy”.  The “Change Management Strategy” will include a “Communication Plan”.

The decision to develop a strategy will be determined by the amount of change generated by the project, and how difficult it will be to manage people’s expectations.

It is outside of the scope of this document to produce a “Change Management Strategy” however a list of possible topics is included as an appendix.
Communication Schedule
Example:
	Audience
	Reason
	Event
	Responsible
	Medium
	Timing
	Content

	Sponsor, PMO, Steering Committee 
	Keep informed of progress
	Weekly Report
	Project Manager
	Word document
	Weekly 
	Template available.  Milestones, Issues, Deliverables, Overdue Actions

	Team
	Ensure information is shared in the team
	Team Meetings
	Project Manager
	Meeting
	Weekly
	Where we are up to, forward plans, any issues, new risks, concerns, staff movements

	Branch Users
	Keep informed of progress
	Branch Meetings
	Sponsor
	Presentation
	Monthly
	What are we doing and how does it impact staff

	
	
	Newsletters
	Project Manager
	Email
	Fortnightly
	Progress and ad hoc items such as changes that will occur, benefits of the new system
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