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1. Stakeholder communications requirements:
This project involves an internal company team as well as outside website design company. The stakeholders for this project are primarily the company employees. The project team will use e-mail, telephone, face-to-face meetings, and presentations to communicate throughout this project. All information pertinent to the project must be communicated to all parties to ensure that no one is left out of the loop. 
2. Communications summary:
The following table summarizes various stakeholders; communications required; the delivery method or format of the communications; who will produce the communications; and when will they be distributed, or the frequency of distribution. All communications produced will be archived and available on the project directory/computer file. As more communication items are defined, they will be added to this list. 
	Stakeholders
	Communication Name
	Delivery Method/Format
	Producer
	Due/Frequency

	Project team
	Weekly status report
	30 minute meeting/minutes via email
	Project Manager
	Thursdays at 1pm/Once a week

	Web design company
	Weekly status report
	Webex & teleconference/Hard copy delivery via courier service


	Web design company/Design sub-team at Clothing Designs Inc
	Tuesdays at 10am/Once a week

	Executive team
	Monthly status report
	30 minute meeting/Hard copy
	Lori McDonald and Jane Yune
	Second Thursday of month at 10am/Once a month

	Sponsor and champion
	Biweekly status report
	30 minute Power Point presentation
	All team members
	Wednesdays at 10am/Twice a month


3. Guidelines:

· Use templates and letterhead as much as possible for official communications. The server includes a copy of all project templates. 

· Emails: use emails as efficiently as possible, include titles and dates of documents for filing and reference purposes.  Set email use guideline, such as use of cc:, Subject line, when to call a face to face meeting.  More detail is better.

· All meeting minutes must be posted and distributed within 24 hours of said meeting. 

· Document all product requirements, change orders, and interviews, with contractor(s). 

· Make sure other team members understand your communications. Use proper grammar and etiquette. (All caps is considered shouting, use standard abbreviations, no short hand)

· Phone and face to face meetings are preferable, document all conversations with a communications log. Back up any verbal communications with an email. 

4. Organizational flow:

· Issues between two team members should be solved at the lowest level possible. If necessary, the issue can be brought before their immediate supervisors. 

· Time sensitive or critical issues must be brought directly to the Project Manager. 
· Issues that cannot be solved by the Project Manager, or that need stake holder input, should be brought to the Project Steering Committee for review. 

5. Changes to this document:

· Revisions to this plan must be approved by the Project Manager. The revision number and date will be shown. The most current revision will supersede all previous revisions to this document. 

