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CNE – Template – Communication Planning Template

IBPL Sample Template
Communication Planning Template
	What


	When
	How
	Responsibility 
	Location

	Project Kickoff Planning
	Project Start 

Date _________
	Meeting
	
	

	Project Planning
	Start & Upon Updates
	Documentation
	
	

	Project Financial Meeting
	Monthly 

Date ___________
	Meeting
	
	

	Project Status Reports
	Monthly
Date __________
	Report sent via  e-mail
	
	

	Project Change Management Meeting 
	Monthly 

Date __________
	Meeting
	
	

	Team Meetings
	Weekly

Date__________
	Meeting
	
	

	Major Milestone Announcements
	As completed
	Email
	
	

	Project Close Out Report
	End of Project

Date_________
	Meeting
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Audiences

	Name
	Contact     Phone
	Contact Email
	Notes
	Authorized Communication Level

M = Meetings

E = Email

S = Security Level 
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