State of Michigan

(Insert Project Name Here)
Communications Plan
A.
General Information

	Project ID/Acronym:
	
	Date:
	

	Controlling Agency:
	
	Modification Date:
	

	Prepared by:
	
	Authorized by:
	


Privacy Information
This document may contain information of a sensitive nature.  This information should not be given to persons other than those who are involved with this system/project or who will become involved during its lifecycle.

Change Control
	Revision Date
	Author
	Section(s)
	Summary

	
	
	
	

	
	
	
	


B.
Timeliness
Stakeholders:  Monthly
Sponsor:  Monthly
Project Manager:  Weekly
Project Team:  Bi-Weekly
Procurement:  Monthly
Quality:  Bi-Weekly
C.
Information Type
D.
Existing Systems
E.
Length of Involvement
F.
Environmental Considerations
G.
Method for Updating the Communication Plan
IMPORTANT!  IN ORDER FOR THE REMAINING PAGES OF THIS DOCUMENT TO FUNCTION PROPERLY, PLEASE DO NOT INSERT/REMOVE ANYTHING PAST THIS POINT!  NOTE:  THIS STATEMENT WILL NOT PRINT, UNLESS PROMPTED.  PLEASE DO NOT REMOVE FROM THE DOCUMENT.
State of Michigan

Communications Plan
Instructions

A.
General Information

Information in the project summary areas that was drafted during the project concept phase and should be included here.  Information includes the project name, original estimates, plan revision numbers, points of contact, etc.

Privacy Information

Change Control

This information is to be used to control and track changes made to this system/project document throughout its lifecycle.

B.
Timeliness

Describe how quickly and how often the project information will need to be communicated.

C.
Information Type

Describe how different types of information will be disseminated (e.g., voice, electronic mail, spreadsheet, formal presentation).

D.
Existing Systems

Discuss the communication systems already in place and how they will be leveraged on the project.  Include any political environmental considerations.

E.
Length of Involvement

Describe how long individual stakeholders will continue to receive information on the project.

F.
Environmental Considerations

Identify the political environment, understand stakeholder requirements, and other environmental considerations.

G.
Method for Updating the Communication Plan

Describe how and when the Communications Plan will be updated throughout the project.
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