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                                                                        IT Project  Communications Plan Worksheet: Stakeholder Information Needs          
 
This worksheet applies to:
Stakeholder Information Requirements:  (see example)
Storage
Location
Responsible
Person
Project Phase
Stakeholder(s)
Information Type
Communication Type
 
Project Milestone or
Frequency of Communications
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Communication Type
 
Storage
Location
Responsible
Person
Project Milestone or
Frequency of Communications
Information Type
Stakeholder(s)
Project Phase
                                                                          IT Project Communications Plan Worksheet: Stakeholder Information Needs
 Example
Project Milestone or
Frequency of Communications
Storage
Location
Responsible
Person
Communication Type
 
Information Type
Stakeholder(s)
Project Phase
All
Associate VP
 Status Report
Meeting/Paper
 Weekly
 Project Manager
 Project Folder
 Paper
 Project Folder
Project Leader
 End of Initiation Process
 Approval request
Director
Initiation
 Electronic 
documents
 Wiki
 Project Team
 Length of Project
 All note and
documentation
 Project Team
 All
Communications planning involves determining the information and communications needs of the stakeholders, who needs what information, when do they need it
 and how do they want to receive it.                  Communications planning should be done early in the project, but communication itself and communication reviews should be performed throughout the entire project.                  Project resources should only be expended on communication information that contributes to success or where a lack of communication can lead to failure.                  A stakeholder analysis should be done to determine their informational needs, timing and delivery method.
 
Directions For Use:         1. Complete the IT Project Communication Plan worksheet.         2. Use worksheet information as appropriate to complete the project scope form.         3. If desirable, attach the completed worksheet to the project scope form.         4. Store completed worksheet with the other project management documentation in the project document repository.         Project Phases are one of the following:                  All (meaning all phases of the project)                  Project Initiation                  Planning                  Executing                  Monitoring/controlling                  Closing                  Information Type examples include, but are not limited to:                  status report (see "Report Performance")                  approval                  project planning documents (proj. initiation, project plan, etc.)                  announcement                  documentation materials                  Communication Type examples include, but are not limited to:                  reports/paper                  meeting                  email (status reports, announcements)                  web site                  phone                  KB article                  RSS feeds                  Critical dates calendar         
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