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Communication Plan

The Business Project Manager shall coordinate the following avenues for communication.  This document will be housed both in the Project Management Plan as well as in SharePoint.  Updated versions of the Communication Plan will be provided to the project team as warranted by updates/changes to the project occur.
	Project Name
	

	Project Description
	

	Total Duration
	

	Start Date
	

	End Date
	


	Description & Frequency
	Audience
	Contents
	Assigned To

	Project Team Meetings
	
	· a
	

	Change Management Meetings
	
	· a
	

	Executive/Sponsor Meetings
	
	· a
	

	Project Charter & Plan
	
	· a
	

	Project Status Report
	
	· a
	

	Project Issue Log
	
	· a
	

	Project Risk Log
	
	· a
	

	Project Decision Log
	
	· a
	

	Project Team Room 

(Document Repository)
	
	· a
	

	External Communications
	
	· a
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