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Communication Plan
Date: Jan. 23, 2008
Project Name:  This is my favorite project

________________________________________________________________________

1.0 Introduction

This document provides a summary of the communication plan for project [PROJECT NAME GOES HERE].  It includes a list of the main audiences for this project, the goals for each of those audiences, the method(s) used to reach of the audiences and the timing of the communications.  In many cases these communication activities will be included and described further in the project’s work breakdown structure.
________________________________________________________________________

2.0 Audiences
Sponsor (or other audience): 

Provide a short description of this audience.


Goals

Describe your goals in communicating with this audience.


Method

Describe your methods (how, when & who – audience & communicator) for reaching this audience.

Project Team: 

Provide a short description of this audience

Goals

Describe your goals in communicating with this audience.


Method

Describe your methods (how, when & who – audience & communicator) for reaching this audience.

________________________________________________________________________

3.0 Comments

Put any comments on the project by those reviewing it in this area.   Be sure to include the reviewer and the date.
