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Purpose

A brief introductory statement defining the purpose of the plan such as “The Communication Management Plan describes how project information will be collected, disseminated, and stored throughout the project and how requests for information other than that provided at set times on this project will be provided.” (Remove this comment section from final document.)

Project Reports
This provides a description of each of the reports to be generated in support of the project.  It should define the data to be collected, the frequency of collection, the responsible party for collection for and compilation / analysis, the report media and format, and the distribution of the report. (Remove this comment section from final document.)

Project Meetings
This establishes the project meeting requirements.  As with project reports, it should include a description of each type of meeting, the purpose of each, the frequency of meeting, the expected attendees including the meeting chair, location and time of the meetings and any other logical information. (Remove this comment section from final document.)

Project Information Accessibility
This section will define the project team requirements, media and locations for project information availability.  Access to project information must be planned.  Centralized project files and data may not be advantageous to large projects with varied geographic locations. (Remove this comment section from final document.)

Project Approvals

Add any signatures that are important for the approval of the project. (Remove this comment section from final document.)
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