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Generic Communications Management Plan Template — applicable across industries and project types


1. Purpose & Overview
The Communications Management Plan describes how, when, and by whom information about the project will be administered and disseminated. It works together with the companion Communications Log (a separate spreadsheet), which records each communication actually sent.
[Enter any project-specific notes on the overall communications approach]

2. Stakeholder Communication Requirements
Identify what each stakeholder group needs to know and why, drawing on the Stakeholder Register.
	Stakeholder / Group
	Information Needed
	Reason / Purpose

	[Stakeholder / Group 1]
	[Information needed]
	[Why they need it]

	[Stakeholder / Group 2]
	[Information needed]
	[Why they need it]

	[Stakeholder / Group 3]
	[Information needed]
	[Why they need it]



3. Communications Matrix
Define what will be communicated, to whom, how, how often, and by whom. This matrix defines the recurring communication cadence; the companion Communications Log tracks each individual communication as it is sent.
	Communication / Content
	Audience
	Method / Channel
	Frequency
	Owner / Sender
	Format

	Status Report
	[Sponsor / Steering Committee]
	[Email / Report]
	[Weekly]
	[PM]
	[Document]

	Team Stand-up
	[Project Team]
	[Meeting]
	[Daily]
	[PM]
	[Verbal]

	Steering Committee Update
	[Sponsor / Executives]
	[Meeting + Slides]
	[Monthly]
	[PM]
	[Presentation]

	Risk / Issue Escalation
	[Sponsor]
	[Email / Call]
	[As needed]
	[PM]
	[Email / Verbal]



4. Glossary / Common Terminology
Define project-specific terms, acronyms, or abbreviations used in communications, to ensure a shared understanding across stakeholders.
	Term / Acronym
	Definition

	[Term 1]
	[Definition]

	[Term 2]
	[Definition]

	[Term 3]
	[Definition]




5. Escalation Process
Describe how and when communications are escalated beyond the standard cadence — e.g., for high-severity risks/issues or decisions requiring sponsor input.
	Escalation Level
	Trigger Condition
	Escalate To
	Response Time

	Level 1
	[e.g., Issue open >5 business days]
	[Project Manager]
	[1 business day]

	Level 2
	[e.g., High-severity risk/issue]
	[Sponsor]
	[48 hours]

	Level 3
	[e.g., Project-threatening event]
	[Steering Committee]
	[24 hours]



6. Communication Constraints
Note any constraints affecting how communications are planned or delivered — regulatory requirements, language, time zones, organizational policy, or technology limitations.
[List relevant constraints]
7. Roles & Responsibilities
Define who is accountable for producing, approving, and distributing communications.
	Role
	Responsibility

	Project Manager
	[Owns the communications plan and log; produces/approves status reporting]

	Project Sponsor
	[Reviews and communicates at the executive/steering committee level]

	Communications Lead (if applicable)
	[Drafts/distributes broader stakeholder communications]

	Project Team
	[Provides input for status updates; communicates within their workstream]



8. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[Key Stakeholder]
	
	


9. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this plan. Remove before final distribution if not needed.
Before you start:
•  Have the Stakeholder Register on hand — Section 2 draws directly from it.
•  This plan defines the recurring cadence and rules; the companion Communications Log (Excel) is where each actual communication sent is recorded day-to-day.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2–4 sentences. State that this plan works alongside the Communications Log.

	2. Stakeholder Communication Requirements
	One row per stakeholder or stakeholder group (not per individual, unless the project is very small). Pull directly from the Stakeholder Register's 'Key Requirements' and 'Expectations' columns.

	3. Communications Matrix
	List each recurring type of communication (status report, stand-up, steering committee update, etc.) — not every single instance. One row per communication type, not per date sent. Instances of these are what get logged in the Communications Log.

	4. Glossary
	Include only terms that could cause confusion across audiences — e.g., abbreviations, internal codenames, or technical terms used in reports. Skip this section if not needed for a small project.

	5. Escalation Process
	Be specific about trigger conditions and response times — 'escalate when needed' is not actionable. Align severity levels with the thresholds defined in the Risk Management Plan, if one exists.

	6. Communication Constraints
	Consider regulatory (e.g., data privacy for certain communications), language/translation needs, time zone spread of stakeholders, and any tools mandated by the organization.

	7. Roles & Responsibilities
	Keep to actual roles on this project — remove rows that don't apply (e.g., 'Communications Lead' if the PM handles all communications directly).

	8. Approval Signatures
	Typically the Sponsor and PM at minimum.



Common mistakes to avoid:
•  Listing every stakeholder individually in the Communications Matrix instead of grouping by audience type — makes the matrix unmanageable.
•  Vague escalation triggers ('if something goes wrong') instead of measurable conditions (days open, severity score, budget variance %).
•  Treating this plan as a one-time document — revisit it if the stakeholder list or organizational structure changes materially during the project.
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