[bookmark: _Toc483793234][bookmark: _Toc122049691]Communication Plan
This communication plan describes the approach for communicating and collaborating on the Fabrication Design System project. The plan identifies the audiences for the project, the information to communicate, and the communication methods to use. This plan can help facilitate effective and coordinated communication between all project audiences.
Project Audiences
Because of the short schedule and limited budget for the Fabrication Design System, the communication plan includes communication to four main audiences:
· The Project team includes the stakeholders and all people assigned to work on the project.
· Fabrikam, Inc. stakeholders are the management stakeholders employed by Fabrikam, Inc.
· Internal Fabrikam, Inc. represents all Fabrikam, Inc. employees.
· Vendors are the project contacts from the vendors who are working on the project.
Project Information
For this project, we have created six categories of information to simplify project communication:  
· Approval information represents documents, change requests, budget requests, or project deliverables that require stakeholder approval.
· Stakeholder project status includes high-level summaries of completed milestones, major accomplishments, current schedule and budget performance, and any issues or risks that have occurred.
· Detailed project status includes completed and in progress work packages, team accomplishments, issues that need resolution, and lessons learned.
· Project reference represents all project documents and document-based deliverables.
· Collaboration information includes change requests, issues, risks, and lessons learned.
· Publicity represents high-level overviews and status.
Communication Methods
Because of the small Fabrication Design System team, we will use only four methods of communication:
· Email is the preferred method for sending information that people are supposed to act on, whether they are to approve documents are begin work on an assignment.
· Voice mail is a secondary method for requesting action.
· Meetings will be kept to a minimum.
· [bookmark: _GoBack]The SharePoint Web site contains project reference information.
The Communication Matrix
The communication matrix shows how we plan to communicate information to the project audiences. The matrix also includes the frequency of communication for different types of information and the method of communication.
Given the small size of the team on this project, communication is relatively simple. Team members will copy all e-mail to the entire team. The project manager will document telephone calls and meetings and post notes to a shared workspace. The project manager will maintain a folder in Microsoft Office Outlook® for all e-mail correspondence. In addition to the project deliverables, Contoso will distribute biweekly status reports to the project team. The status reports will cover the previous two weeks and include tasks completed, tasks in progress with percent completed, upcoming tasks, and copies of the current issues list, assignment list, defect list, and report of earned value against the project baseline.
	Audience
	Information
	Method
	Frequency
	Who Is Responsible

	Project team
	Detailed project status
	Email
	Weekly
	Team leads

	Project team
	Collaboration
	Email
	As required
	Team leads

	Project team
	Collaboration
	Meeting
	Every other week
	Project manager

	Fabrikam, Inc. stakeholders
	Approval
	Email/voice mail
	As required
	Project manager

	Fabrikam, Inc. stakeholders
	Stakeholder project status
	Meeting
	Monthly
	Project manager

	Vendors
	Detailed project status
	Email
	Weekly
	Project manager

	Vendors
	Collaboration
	Email
	As required
	Project manager

	Internal Fabrikam, Inc.
	Publicity
	Email
	Weekly
	Project sponsor

	Internal Fabrikam, Inc.
	Publicity
	Meeting
	Quarterly
	Project sponsor
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