Communications plan
In project management, a communication plan is an outline of how you’re going to communicate important, ongoing project information to key stakeholders. Your communication plan will help your team understand who should be getting which notifications and when to update project stakeholders. 
A communication plan is a powerful tool—but it’s also relatively straightforward to create. You can create a communication plan in four steps.
1. Establish your communication methods
The first step to creating a communication plan is to decide where your team will communicate—and about what. This includes when to use which tools and when to communicate live vs. asynchronously. Live, synchronous communication is communication that happens in real time. Conversely, asynchronous communication is when you send a message without expecting someone to reply right away. We all use asynchronous communication every day without realizing it—most notably, every time we send an email.
As you define your communication plan, identify what to use each tool for. For example, you might decide to use:
· Email to communicate with any external stakeholders.
· Whats App or other chat facilities for synchronous communication about day-to-day updates and quick questions.
· Email to communicate asynchronously about work, like task details, project status updates, or key project documents.
· Zoom or MS Teams for any team meetings, like project brainstorms or your project post mortem.
2. Decide on the frequency of communication 
Now that you know where you’ll be communicating, you also have to identify how frequently you’ll be communicating. Your communication cadence is your action plan for updating different stakeholders about different project details.
For example, you might decide to schedule:
· Weekly project status updates sent via email to all project stakeholders and sponsors.
· Monthly project team meetings via MS Teams to unblock any work or brainstorm next steps.
3. Add a plan for stakeholder management
Running a successful project often depends on getting stakeholder support and buy-in. At the beginning of the project, you’ll do this during the project kick-off meeting—but it’s also critical to maintain stakeholder support throughout your project.

Take some time as you’re drafting your communication plan to detail when to communicate with each project stakeholder, and about what. Some people, like your key project team members, will be communicating about this project regularly—maybe even daily. Other project stakeholders may only need to be looped in during project status updates or maybe just at the final readout.
By listing out how you’ll be managing communication with stakeholders, you can ensure they’re being contacted at the right time about the right things. The communication they receive should answer questions at their level of detail and with a focus on business results and overall, high-level impact.
4. Share your communication plan and update it as needed
Once you’ve created your communication plan, share it with your project team. Make sure your communication plan is accessible to all of the project team.
If any changes impact your project communication plan, make sure you update it and communicate those changes. That way, team members always have access to the most up to date information.
Template communication plan with examples
	Description
	Frequency
	Mode of communication
	Audience
	Owner

	Project status updates
	Weekly
	Email
	All internal stakeholders and project team
	Project Manager

	Virtual project meetings
	Monthly
	MS Teams
	All project team
	Project manager

	External stakeholder updates
	As needed
	Email
	Project stakeholders
	Project manager

	Project check-ins
	Daily
	Whats App
	Project team
	All project team members



