Communication Plan

<Insert Project Name>

<Insert Project MP limits>

Project Manager: <Insert name here>
<Date>

The communication plan for the project is broken into two sub-areas, Internal and External Communication, and is presented below in tabular form. Both sub-areas acknowledge that the project partners cannot realize their vision nor can the project delivery team attain our mission without a sufficient, timely and accurate flow of information. The items addressed below identify what the item is, who is the primary contact, how the information moves and when it happens. We also recognize that effective communication demands effective listening and viewing project decisions from our customer’s perspective.

In order to assure successful delivery of this project, it will be necessary for the project delivery team to accurately inform each other of their needs, updates and timelines. Minutes from meetings listed below will be electronically routed to affected groups as appropriate.

External Communication

Timely and meaningful exchange of information external to the project team is critical to secure a positive commitment from stakeholders and the general public. As indicated in the table, that flow may be written or oral, formal or informal.

	WHAT
	WHO
	HOW
	WHEN

	With Stakeholders
	
	
	

	Identify stakeholders
	
	
	

	Conduct local agency briefings 
	
	
	

	What future work is anticipated or planned by local agencies?
	
	
	

	With the Public
	
	
	

	Public Involvement (PI)
	
	
	

	Project website
	
	
	

	WSDOT contact with public
	
	
	


Internal Communication

Effective internal communication is open, honest, continuous and efficient.  The table below addresses communication between and among the teams as well as communication protocols.

	WHAT
	WHO
	HOW
	WHEN

	Communicate project progress to senior management
	
	
	

	Communication among all teams.
	
	
	

	Distribute & maintain schedule

Base Schedule Date:
	
	
	

	Create an organizational chart that identifies Team Structure 
	
	
	

	Set guidelines
	
	
	

	Clarify chain of command guidelines with other agencies and contractors
	
	
	

	Set protocols
	
	
	

	Team member Communication
	
	
	

	How do project teams & resource agencies communicate?
	
	
	

	Communication between P/M Team and Production/Supervision Team 
	
	
	

	Define internal (WSDOT) communication roles and responsibilities
	
	
	

	Facilitate distribution of information on other relevant agency projects to all production team members
	
	
	

	Communication between P/M Team and Consultant or Contractor
	
	
	

	At technical/field level
	
	
	

	At admin/regional level
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