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	Communications Management Process

	[Review OIT and/or agency communication management guidelines.  Describe the process to manage communications through the life of the project. Also include all important project information will be kept, where project team and other stakeholders can place their information, and how they can access the information (shared network directory, collaboration website).]





	Roles and Responsibilities

	[List the roles and responsibilities as they relate to the Communications Management process.] 

	Roles
	Responsibility

	Sponsor – Name
	[Make key decisions about project]

	Project Manager – Name
	[Oversee the project]

	Business Lead - Name
	[Provide business expertise]

	Technical Lead - Name
	[Provide technical expertise]

	Legal Lead - Name
	[Provide legal expertise]







	Project Organization

	[Identify project the organization structure including stakeholders.  Project Organization was initially identified in the Project Charter.  In this section, provide further detail with business and technical roles necessary to complete the project deliverables.]






	Project Team Directory

	[List all project team members and key stakeholders contact information. This offers a single place to look up and contact team members.]
	
	Name
	Role
	Agency
	Phone
	Email

	
	
	
	
	

	
	
	
	
	







	Communication Plan Details

	[Provide the Communication Plan details.]
	
	Audience
	Information Communicated
	From Whom
	Frequency
	Format
	Comments

	
	
	
	
	
	

	
	
	
	
	
	







	Supporting Documents

	· Project Status Report
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