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[Project Name]


COMMUNICATIONS PLAN

	Project Name:
	

	Project Manager:
	


	Communications Matrix


This communication plan describes our strategy for keeping the Cooperating Agencies sufficiently informed to maintain scope, cost, schedule, and quality goals.

	Contact
	Information needs
	Frequency
	Medium
	Response

	[name]
	· [type of information]

· [type of information]

· [type of information]
	[daily, weekly,

monthly]
	1. [medium 1]

2. [medium 2]
	[describe]

	[name]
	· [type of information]

· [type of information]

· [type of information]
	[daily, weekly,

monthly]
	3. [medium 1]

4. [medium 2]
	[describe]

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Contact List


	Name & Address
	Organization
	Position
	Phone
	Email
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