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	STATE OF WASHINGTON DEPARTMENT OF HEALTH
	 Guidelines for Communications Plan


	Overview
	Communication plans greatly enhances the chance of project success by fostering an environment for open communication and understanding with all stakeholders.  To create a project communications plan follow the instructions in this document under "How to Develop a Communications Plan".  Create the communication plan during the beginning of the Planning Phase and at the beginning of the Implementation Phase to ensure continued applicability.  

	What's a Communication Plan?
	The purpose of a  communication plan is to define the information and communication needs of the project stakeholders:

· Who needs what information, 

· When they will need it,  

· How it will be given to them, 

· And, by whom.  

	
	Communications on every project include:
	

	
	The Definition Phase Documents


	· Defining project scope, objectives, baseline performance measures, Executive Sponsor, Project Lead/Accountability Link, resource requirements, stakeholder and customer identification and project communication plans.

	
	The Planning Phase Documents
	· The action plan, team membership, strategic linkages, describing constraints, defining tasks, task owners, and developing a charter.

	
	The Implementation Phase Documents
	· Official project kick off documentation, project status reports, new versions of all or any project documents due to project modifications, project management discussion notes, closeout and evaluation documents.

	
	Project Management Discussion Documentation
	· Project management discussion documentations pervade the entire project lifecycle.  Project management discussion documentation includes formal and informal meeting notes such as agendas, minutes, and emails.

	
	Some projects may also include information to communicate such as:
	

	
	· Documents that led to the definition of the project such as scoping documents, requirement statements, RFPs, RFQs, customer-request documentation, feasibility studies, funding decision packages, etc.
	

	
	· Any or all parts of the portfolio project template.  The portfolio project template is only required for high risk and/or high severity projects.
	

	
	· A summarized list of project deliverables.  

	
	· Documents from presentations about the projects.

	
	· Case models, case diagrams, data models, object models, code, etc. from system development projects.


	How to Develop a Project Communications Plan
	1. Identify the project stakeholders.

2. Identify the information the project will generate.
3. Which stakeholders will need that information?

4. When that information will be distributed.
5. How it will be distributed.
6. Who is responsible for the distribution of that information? 

7. Define the method to be used for unexpected information.  

8. Be sure to identify in your Communications Plan: Project Title, Project Manager/Accountability Link, Date (the date plan was written), and Project Phase.

9. Make the project communications plan visible to project stakeholders.  On certain projects you may want to request stakeholder agreement on the communications plan.  

10. Add the tasks required to execute the communications plan to the Action Plan and to any other part of the project management process it may affect.  Building the tasks for carrying out the communications plan into the project plan is an effective way to ensure the plan is followed.

11. Update the communications plan throughout the project lifecycle to maintain its applicability, and then update the Action Plan as needed to carry out the project communications plan.
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	STATE OF WASHINGTON DEPARTMENT OF HEALTH
	PROJECT COMMUNICATIONS PLAN


PROJECT TITLE: 

     

 TITLE  \* Caps  \* MERGEFORMAT  
PROJECT MANAGER/ACCOUNTABILITY LINK: 
     
DATE: 

     
PROJECT PHASE:

 FORMDROPDOWN 

	


PART 1 of 2
	WHAT INFORMATION
	STAKEHOLDER NAME
	WHEN TO DISTRIBUTE

	HOW TO DISTRIBUTE

	PERSON RESPONSIBLE FOR DISTRIBUTION

	
	
	 FORMDROPDOWN 
   
	
	

	
	
	 FORMDROPDOWN 
   
	
	

	
	
	 FORMDROPDOWN 
   
	
	

	
	
	 FORMDROPDOWN 
   
	
	

	
	
	 FORMDROPDOWN 
   
	
	

	
	
	 FORMDROPDOWN 
   
	
	

	
	
	 FORMDROPDOWN 
   
	
	


PART 2 of 2
	STATE THE METHOD TO BE USED FOR UNEXPECTED REQUESTS FOR PROJECT INFORMATION:
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