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General:

The Communications Management Guideline documents the process for communicating with project stakeholders in an effective and efficient manner.  Communications management is composed of the following sub-processes: communications planning, information distribution, performance reporting, and closeout reporting.  The communications planning sub-process is presented in detail in this version of the guideline.  The remaining three components will be included in future releases of this document.

Objectives

The objectives of communications management are:

· to raise awareness and understanding of the project throughout its lifecycle

· to ensure accurate collection of project information

· to plan and manage the timely and consistent distribution of project information to the project governance teams, management, and stakeholders to keep them energized, informed, and engaged

· to accommodate storing of the information where it can be easily accessed and updated

· to  provide the capability for archiving/purging of the information during final disposition

Benefits

Planning and employing a sound communications management strategy:

· ensures the interests of all of the stakeholders who may affect or be affected by a project are accounted for

· adapts the communications to the stakeholders’ needs while maintaining a consistent message

· generates optimal stakeholder support while mitigating negative impact

· provides structure and ownership for distributing project information to stakeholders
Guideline:

Definitions

Stakeholder 

A stakeholder is an individual or group with an interest in the outcome of a project because the project positively or negatively impacts them or because they can positively or negatively influence the project.

Stakeholder Analysis 

Stakeholder analysis is the identification of a project’s stakeholders to assess their involvement and plan strategies for how they can best support the project.

Stakeholder Chart 

A stakeholder chart is an output of stakeholder analysis which identifies stakeholder groups and their potential impact on and from the project.

Communications Plan 

A communications plan is a statement depicting project stakeholders’ information needs and the means by which these needs are best met.

Communications Management

Communications management consists of the planning, distribution, reporting, and control of project information to achieve the maximum benefit from project participants and stakeholders.

Overview

Communications management involves the establishment of effective channels, methods, and formats for the timely and appropriate dissemination and exchange of project-related information.  Communications management fosters an environment contributing to the sustained commitment and coordinated support of the project participants and stakeholders.  This is best accomplished by the provision of a clear, consistent, and comprehensive communications strategy, one that comprises the generation, distribution, storage and retrieval, manipulation, and disposition of project information.

The Steering team holds overall strategic accountability for communications management within the Department’s project governance structure.  In some projects, the Steering team creates a dedicated sub-team with delegated responsibility to plan and implement the communications strategy.  The decision to organize a sub-team may be based on the project’s size and complexity, political sensitivity, or any other applicable factor.  In most cases, however, the Steering team gives the Project Management team the responsibility to implement the strategy.  The Project Management team in turn may decide to form its own communications sub-team to execute the work.  Hereinafter, the generic term ‘communications team’ will designate those who have operational responsibility to plan and implement the communications management strategy, whether this takes the form of a Steering sub-team, a Project Management sub-team, or the Project Management team itself.

Communications management is composed of four fundamental component processes:
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Communications Planning

Communications planning addresses the questions of ‘who, what, when, and how’: 

· What are the goals and objectives of the communications strategy for the project?

· What process is planned for managing issues/risks?

· Who are the project stakeholders and what are their roles and involvement?

· What are their project information needs?

· When and how are these information needs best met?

Communications planning includes conducting a stakeholder analysis and developing a comprehensive communications plan.

Information Distribution

Information Distribution involves the distribution and availability of project information to project participants and stakeholders through project meetings, presentations, intranet, email, and other delivery methods.

Performance Reporting

Performance Reporting is the communication of project progress and status.

Closeout Reporting

Closeout reporting includes sign-offs, exit reviews, and lessons learned performed at the conclusion of each phase of the project life cycle.
Step 1 – Communications Planning

Planning and employing an effective strategy that promotes clear and timely communications among individuals, teams, and other groups is vital to a project’s success.  The communications plan is the management tool which documents and conveys the communications strategy for informing, involving, and obtaining buy-in from project stakeholders.  The communications team develops the communications plan after performing a stakeholder analysis.

The completed communications plan and stakeholder chart are stored in the project’s Communications subfolder within the established document repository.  Any activities related to the planning, construction, or implementation of the communications plan or stakeholder chart also are added to the project work plan for scheduling and tracking.
Conduct Stakeholder Analysis 

The communications team conducts a stakeholder analysis to identify and assess the key groups of stakeholders who may influence the success of the project, or those who may be impacted by the project.  The objectives are to obtain a clear understanding of these groups to effectively communicate with them, to maximize their potential support and contributions, and to better manage risks and impacts associated with their involvement in the project.  The steps involved in performing the analysis include:
Identify Key Stakeholders

The communications team coordinates the process of identifying individuals and groups participating in the project, or having a stake or interest in its successful outcome (i.e., those that will affect, or be affected by, the project).  To aid in the stakeholder identification process, the team may consider adopting any or all of the following actions:

· Involve the project governance teams, the project sponsor, the project originator, and other stakeholders in the identification process to obtain the benefit of their collective knowledge and experience. 

· Review the environment from which the project originates.

· Review the available relevant project documentation.

· Identify who will receive the project deliverables – who will use the project products or services.

· Determine who will benefit from the project.

· Identify the subject matter experts who have the expertise to contribute to the project.

· Identify anyone who participates in the project or is impacted or affected by its result.

· List those involved in or controlling the financial aspect of the project.

· List all supporters and opponents of the project.

· Identify any new stakeholders likely to emerge as a result of the project.

· Consult the following stakeholder checklist to generate a comprehensive selection:
	· Project Steering Team
	· BTC Team

	· Project Management Team
	· Program Office Management

	· Project Development Team
	· Program Office End-Users

	· Project Testing Team
	· Business Partners

	· Project User Education Team
	· Tax Payers/General Public

	· Project Logistics Team
	· Client End-Users

	· Vendor
	· County entities such as Domestic Relations Offices or Child Care Offices

	· DHS Communications Office
	· Federal Government Agencies

	· Advocacy Groups
	· Other PA State Agencies

	· DHS Legal Staff
	· Union Representatives

	· Other (Specify)


Create Stakeholder Chart 

Collaborate with others, as was done in stakeholder identification, to obtain the input to construct the stakeholder chart.  (An example of a completed stakeholder chart is located in Appendix A).  The stakeholder chart contains the following columns:

Stakeholder Group

After the stakeholders are identified and listed, the communications team organizes them into related groups and posts these groups onto the stakeholder chart.  First, at the highest level, stakeholders are separated into internal (those directly associated with project activities) and external (those with some interest in the project).  Then the internal and external stakeholders are further sub-divided and arranged by any appropriate consideration.  Typically, stakeholders are grouped according to their similar communication needs. 
Impact Analysis (Priority / Influence)

The communications team marks the following stakeholder columns with a ‘+’ or a ‘-’ notation, depending on whether the stakeholder group has a high or low relationship with respect to these column categories: 

· Priority – the level of importance, or level of interest, the project signifies for the stakeholder group (impact of project on stakeholder)

· Influence – the degree of power the stakeholder group potentially wields over the outcome of the project (impact of stakeholder on project)

Priority is defined as the extent to which the successful outcome of the project coincides with the stakeholder group’s interests.  To measure priority, consider questions such as the following:

· What benefits or impacts does the stakeholder group expect to obtain as a result of the project?

· Which changes might a stakeholder be required to make as a result of the project?

· What stakeholder group needs, expectations, and interests are being met by the project?

Influence is power a stakeholder can potentially exert over the project.  To measure influence, review considerations such as the following:

· Who exerts influence that can positively affect or negatively impact the project?

· Who controls key decisions that will be made?

· Who controls the resources for the project?

· What hierarchical authority does the stakeholder have in the organization?

· How much influence does the stakeholder have over others?  To what extent is the stakeholder able to persuade, induce, or coerce others into making decisions or taking actions relative to the project?

· What is the extent of the stakeholder group’s knowledge and expertise in relation to the project’s subject matter? 

The following maps stakeholder impact based on the level of priority, importance, or interest the project holds for the stakeholder group, in conjunction with the degree of influence, power, or authority the stakeholder group can potentially exert to affect the project’s outcome.  This also generally indicates how to involve a stakeholder group which may be used and expanded to develop a stakeholder support strategy.
(+/+)  High priority, high influence.  

· These stakeholder groups have the motivation and the means to support project success.  

· Involvement: Establish a partnering relationship with these key players; involve them in all major developments; maintain their loyalty and advocacy.
(+/-)  High priority, low influence.  

· These stakeholder groups have an important stake in the successful outcome of the project, but lack the means to contribute to its success.  

· Involvement: Ensure their requirements are met; address their concerns; keep them informed.

(-/+)  Low priority, high influence.  

· These stakeholder groups have competing or contrary interests to the project’s objectives, and wield the power to block the project’s progress.  

· Involvement: Carefully monitor and manage the associated risks; discourage negative actions; neutralize their influence; encourage buy-in; keep them satisfied; enlist them as needed.

(-/-)  Low priority, low influence.

· These groups have little potential impact on the project.  

· Involvement: Establish lower-priority communication needs; limited monitoring and effort.

Construct Communications Plan

The communications plan is the final output from the communications planning part of the communications management process.  This plan is constructed early in the project life cycle, and requires ongoing review to assess whether updates to the plan are necessary.  Its purpose is to document the strategy for clear and timely delivery of information to project participants and stakeholders so they obtain the information they require to achieve project success.  This information includes, but is not limited to, project objectives, plans, and progress.

The following paragraphs clarify how to construct the communications plan by defining and illustrating its various columns:  
Stakeholder Group

Stakeholders have been identified and categorized into groups during the stakeholder analysis.  These same groups are listed on the first column of the communications plan.
Stakeholder Involvement

The stakeholder group’s level of involvement can be derived from the (priority/influence) impact analysis map developed during stakeholder analysis:
· +/+
Involve Extensively

· +/- 
Address Concerns

· -/+
Enlist as Needed

· -/-
Keep Informed

Information Needs

Information needs include both the project information the stakeholder requires, as well as the information required from the stakeholder.  The information needs pertaining to each stakeholder group must be identified and recorded on the stakeholder chart (and later, on the communications plan).  The following questions may generate ideas for stakeholder information needs:

· What information is this stakeholder group interested in?

· What information does this stakeholder need to contribute to the project’s success?

· What is this stakeholder expecting?

· What is expected from this stakeholder?

· What are the mandatory communication needs for this stakeholder?

· status reports

· status meetings

· government requirements

· legal requirements

· financial reporting

· What are the informational communication needs for this stakeholder?

· information stakeholder may want or need to know in performance of responsibilities

· documents in the project folders or intranet

· What are the marketing communication needs for this stakeholder?

· information designed to build buy-in and enthusiasm for the project

· newsletters and posters

· What is the information level of detail required for this stakeholder?

· How often does the stakeholder need an update?

· What is the preferred delivery mechanism?

The representative list below, although not complete, can be used to help determine the general categories of information to send to each stakeholder group.  Use more detailed descriptions of information needs when appropriate.

	· Awareness

· Project awareness

· Benefits

· Milestones

· Timeline

· Accomplishments

· News

· Training opportunities
	· Training/Education 

· New User

· Advanced

· Refresher

· Overview

·   Project team training

	· Detailed Project Information 

· Status

· Schedule

· Roles and responsibilities
	· High Level Project Information

· Status

· Milestones

· Meetings

· Timeline

· Metrics

	· Other
	


Communication Delivery Method

A communication delivery method is the channel or medium through which a message is delivered or stored. Consider using existing delivery mechanisms to communicate project information.

Appendix C provides examples of types of communication delivery methods and when best to use each type.

Date / Frequency of Event

In this column, the timing of when information is distributed is recorded.  Information can either be distributed on a regular schedule, or linked to when a project activity is started or completed.  The following list provides some options:

	· Weekly
	· Bi-weekly
	· Monthly

	· Quarterly
	· Daily
	· As Needed

	· At project initiation
	· At project milestone completion

	· One time (enter specific date)
	


Deliverer

This column records the name of the party responsible for sending project information to the respective stakeholder group for each type of communication.  

Feedback Mechanism

The feedback mechanism column identifies the means by which the stakeholder group communicates back to the deliverer.  A feedback mechanism may be identified for each delivery method, or one feedback loop may serve an entire stakeholder group.   If information is delivered via an electronic status report, feedback might be collected via email, but it might also be elicited by a follow-up telephone call. Feedback from a presentation might be collected via a question and answer session or via a follow-up survey. Feedback from an external user group might be collected through user group meetings.

Comments / Notes

The final column is used to record remarks or any additional information that did not fit into any of the other column headings.

An example of a completed communications plan template is located in Appendix B.

Step 2 – Information Distribution

[This section will become available in a later version of this guideline]

Step 3 – Performance Reporting

[This section will become available in a later version of this guideline]

Step 4 – Closeout Reporting

[This section will become available in a later version of this guideline] Roles and Responsibilities

The Program Management Office (PMO) is responsible for developing best practices for use within the Department’s strategic and non-strategic IT projects.  The responsibility of implementing these best practices rests with the project/program offices.
Appendix A:  Example of Stakeholder Chart
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Example Stakeholder Chart

	Stakeholder Group
	Impact Analysis Map
	Stakeholder Support Strategy
	Information Needs

	
	Priority
	Influence
	
	

	INTERNAL STAKEHOLDERS

	Program Management Office
	+
	+
	
	

	
	
	
	
	

	
	
	
	
	


Example Stakeholder Chart

	Stakeholder Group
	Impact Analysis Map
	Stakeholder Support Strategy
	Information Needs

	
	Priority
	Influence
	
	

	EXTERNAL STAKEHOLDERS

	Public
	+
	-
	
	

	
	
	
	
	

	
	
	
	
	


Appendix B:  Example of a Communications Plan
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COMMUNICATIONS MANAGEMENT PLAN

	Overview

	<Provide an overview of the process you plan to employ to manage issues, what roles will be involved, what the procedures will be, and how you will measure the impact of issues.>


	Goals and Objectives of Communications Strategy

	Goal:  <The communications goal is a direction-setter and ideal future end toward which planning and implementation activities are directed. A goal is generally not quantifiable, time-dependent, or suggestive of specific actions for its achievement.>

Objective:  <Objectives are specific ends, conditions or states that are intermediate steps toward attaining a goal. They should be achievable and, when possible, measurable and time-specific. An objective may only pertain to one particular aspect of a goal or it may be one of several successive steps toward goal achievement. Consequently, there may be more than one objective for each goal.>




	Key Messages/Themes

	<Describe the key messages or themes that must be employed throughout the entire communications program.  These are themes you want reinforced repeatedly.>


	Critical Success Factors

	<Describe those items that must be achieved at the end of the communications program.  These factors will basically determine whether the communications program is a success.>


	Communication Phases

	<Describe what phases the communications program will employ.  Will messages be directly related to the release strategy or phases of the project??


<Instructions:  Begin to plan all communications messages by identifying the attendees/stakeholders, stakeholder involvement, information needs, delivery needs, frequency, deliverer, feedback mechanism, and any comments for both external communications and internal communications.>

	Attendees/

Stakeholder
	Stakeholder
Involvement
	Information Needs
	Communication   Delivery Method
	Date/ Frequency of Event
	Deliverer
	Feedback Mechanism
	Comments/
Notes

	External Communications

	Business Partners
	Involve Extensively
	What data is going to be required? 

How will we use the data?

How will security and privacy be addressed?
	Meetings 

Email or mail system

Project Updates
	Last Friday of each month
	Jane Doe
	Verbal at meetings
	Keep providers informed of Provider Sign-up process, training dates, and action steps.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Attendees/

Stakeholder
	Stakeholder
Involvement
	Information Needs
	Communication   Delivery Method
	Date/ 
Frequency 

of Event
	Deliverer
	Feedback Mechanism
	Comments/
Notes

	Internal Communications

	Legal
	Keep Informed
	Policy changes. Statutory changes. Regulation Changes. Confidentiality & Security of Information. Compliance with HIPAA 
	E-mail 
Face to face

Meetings Updates
	Schedules November 7
	Jane Doe
	 E-Mail link to which to send feedback
	Schedule a meeting

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


<Instructions:  Map out what tasks and activities are required for major communications events.>

	Communications Calendar

	
	Tasks, Activities
	Events

	JAN
	
	

	FEB
	
	

	MAR
	
	

	APR
	
	

	MAY
	
	

	JUN
	
	

	JUL
	
	

	AUG
	
	

	SEP
	
	

	OCT
	
	

	NOV
	
	

	DEC
	
	


	Approval and Authority to Proceed

	We approve the project component as described above, and authorize the team to proceed.

	Name

[type or sign name]
	Title
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Prepared By:                                                                                                        
Appendix C:  Types of Communication Delivery Methods
	Awareness

	Medium
	

	· Intranet / Internet

	When to Use

	· 
	Used to communicate large volume of information

Large audience

Best for long-term or ongoing projects

Used when feedback or interaction with audience is required: 

Register for a training class

Submit a question or concern

View implementation schedule

Download project materials

Can be used as a portal to other methods of communication, including slide decks, newsletters, Flash presentations, etc.

Best for DHS audience 

	
	Benefits

	
	If a web page exists, publish time is fairly short

Uniform message

	
	Challenges

	
	Significant development time if no web page currently exists

Requires Internet/Intranet access

If audience is non-DHS, be sure message is also available through another medium

	· Newsletters

	When to Use

	· 
	Used when communication is necessary on a regular basis (monthly, quarterly, etc.)

Appropriate for communicating sensitive information

	
	Benefits

	
	Can be deployed electronically

Large or small audience

Can be deployed in hard copy

Newsletters can include significant detail that emails and Flash messages omit

	
	Challenges

	
	Requires printing and production budget

	· Electronic Memos/Email
	When to Use

	· 
	Best for short messages that are easy to comprehend 

Can be used if you want to solicit feedback about the message content 

	· 
	Benefits

	· 
	Short development time

Large or small audience

Can be used to communicate broad themes, applicable to entire audience, or to communicate several personalized messages

People more likely to respond to an email in their Inbox than take  time to send a message to an email address they saw listed in a newsletter

	· Slide deck (a set of PowerPoint slides from which one can construct a presentation-- consists of both general and detailed slides)

	When to Use

	· 
	Used to communicate comprehensive, perhaps sensitive information

Excellent communication for projects with large-impact, those that bring significant change to an organization, etc.

Best presented at a conference, meeting, or brown-bag lunch setting

	· 
	Benefits

	· 
	Large or small audience

Can be used for audience of differing levels – message can be delivered differently based on audience analysis

	· Frequently Asked Question (FAQ) list
	When to Use

	· 
	Needed for projects bringing significant change to an organization 

Should be used on projects that will face resistance to acceptance or negative audience reactions

	· 
	Benefits

	· 
	Can be deployed on a web site, newsletter, brochure, addressed during a presentation

	· 
	Challenges

	· 
	Should include easy mechanisms to allow submission of new questions

	· Flash (a web-based presentation, generally lasting about one minute) Contact the Knowledge Management Staff for more information. 
	When to Use

	· 
	Best used for short, non-sensitive topics

Large audience

Used to capture audience’s attention or arouse interest in a particular project or initiative

	· 
	Benefits

	· 
	Can be used for long or short-term projects 

Works across various employee/management levels

Broad theme, applicable to entire audience

	· 
	Challenges

	· 
	Significant development time

To deploy, must be able to email .exe files or send a link to audience via an Internet or Intranet web page

Audience needs Flash Media Player on PCs to view web-based presentation.  Most DHS computers already have this program installed; however, some do not. Install requires a small download that must be pushed out to audience via SMS. DHS security regulations do not permit employees to download software to their own PCs.

	· Conference
	When to Use

	· 
	Large audience 

Should be held to discuss significant project issues and impacts Day-to-day project status or issues should be communicated via email, smaller project meetings, etc.

	· 
	Benefits

	· 
	Facilitates communication between project teams

	· 
	Challenges

	· 
	Significant preparation time often required

	· Media (Radio, Television, Newspaper)
	When to Use

	· 
	Audience outside of DHS

	· 
	Challenges

	· 
	Significant development time

Large budget required

Must be coordinated with DHS Communications Office

	· Posters 
	When to Use

	· 
	Short, concise message

Best for projects with a large, broad impact on an organization

Large audience

Best for long-term or ongoing projects

Works well for projects with a diverse audience where level of impact varies widely based on a user’s business function or organization affiliation

	· 
	Benefits

	· 
	Used to capture audience attention

	· 
	Challenges

	· 
	Production budget required

Audience should be somewhat familiar with project or concept 

If audience not familiar with concept, poster should offer a means to become familiar (website URL, email address to submit questions, etc.)

	· Mailers 
	When to Use

	· 
	Audience outside of DHS
Appropriate for sensitive or personal information that must be tailored to a particular audience 

Large volume of information – audience can take time to read and digest message at their leisure

	· 
	Benefits

	· 
	Large or small audience

Excellent way to communicate changes that will occur as a result of a project

	· 
	Challenges

	· 
	Postage/production budget required for large audience

	· Brochures
	When to Use

	· 
	Usually a large audience

Often provides a high-level summary of a project or concept

Often used to direct reader to take action (go to a website, register for a training class, contact a project leader, etc.) 

	· 
	Benefits

	· 
	Used to quickly capture audience attention or arouse interest in a particular project or issue

	· Paper Memos
	When to Use

	· 
	Works well when message comes from a recognized leader in an organization (since memos aren’t often attention-grabbers, you need to give audience a reason to read the memo)

Best to communicate concise, easily understood messages

	· 
	Benefits

	· 
	Large or small audience

Short development time

	· “Brown bag” sessions (general information sessions, typically held during lunch time, also known as “lunch and learn” sessions)
	When to Use

	· 
	Small, uniform audience (same business needs, same level within an organization, etc.)

Informal setting

Excellent way to solicit feedback or to evaluate opinions or reactions to a project or issue

Works well with messages that bring about significant change – lets audience know you are interested in communicating with them personally and want them to fully understand how change will affect them 



	· Project Branding (logo, slogan)
	When to Use

	· 
	Used for long-term or ongoing projects

Used when need to achieve project recognition or “buy-in”

Best for projects that affect a wide audience

	· 
	Benefits

	· 
	Helps ingrain a word or phrase in audience’s mind

Allows audience to immediately associate all future communications with your project (when you include logo or slogan on all newsletters, website, memos, slide decks, etc.)

	Training/Education

	Medium
	

	· Learner Guides/Training Manuals
 
	When to Use

	· 
	“Take-home” supplements to a training course

Used for self-paced training courses

Should be used when training on a new system or software tool

Should be provided for lengthy training topics or topics critical to a trainee’s job function

	· 
	Challenges

	· 
	Significant development time 

	· In-class Training 

	When to Use

	· 
	Should be offered to train on difficult concepts or skills trainees need to know in order to successfully complete their job functions

Hands-on training is good to train on software or using a new system 

Best to communicate differing concepts based on a trainees’ position or level within an organization

	· 
	Benefits

	· 
	Large or small audience

	· 
	Challenges

	· 
	Significant development time 

Learner guides/training manuals and/or job aids should be offered

	· CBT/Web-based Training 
	When to Use

	· 
	Large audience

Audience spread over a large geographic area

Best for training concepts/skills to a uniform audience (i.e., concepts do not change based on a trainee’s position or level within an organization)

Effective for trainees with limited travel budgets and busy schedules (e.g., managers who cannot be away from the office for a few days) 

	· 
	Benefits

	· 
	Large training budget not necessary

Can be deployed via the web or on CD

Can be used for simple or difficult topics

	· 
	Challenges

	· 
	Significant development time (several times greater than instructor-led training)

If topic is difficult, you should consider offering an instructor-led course to supplement the CBT/WBT

	·  Job Aids (small “cheat sheets”)

	When to Use

	· 
	Can be used to train difficult topics

Provides a concise summary of lengthy training manuals or presentations

Used as a quick reference for activities trainees will regularly perform during their business activities

	Detailed Project Information

	Medium
	

	· Status/Project Meetings
	When to Use

	· 
	Medium to small audiences, teams or sub-teams

Working and review sessions that direct project activity

	· Presentations
	When to Use

	· 
	Presents material in a more formal setting and to organize the material

	
	Benefits

	
	Can be generated from existing slide deck or provide input to slide deck in process

	· Project Schedules 
	When to Use

	· 
	Used during initial planning to determine activities and timeframes

Updated during project execution to measure progress and report status

	· 
	Benefits

	· 
	Guides project activity

	· Email
	When to Use

	· 
	Used to communicate meeting notices

Informal communication

Can be used to communicate broad themes, applicable to entire audience, or to communicate several personalized messages

Best for short messages that are easy to comprehend 

Can be used if you want to solicit feedback about the message content 

	· 
	Benefits

	· 
	Large or small audience 

Short development time 

	· Meeting Minutes
	When to Use

	· 
	Should be provided for all meetings

	· 
	Benefits

	· 
	Provides a record of meeting activity and accountability for action items. 

	High Level Communications

	Medium
	

	· Scorecard
	When to Use

	· 
	Updated monthly

	· 
	Benefits

	
	Used to provide key project data to executive management.

Provides “at a glance” project status showing multiple dimensions – project schedule, impact on other projects, key dates, major issues, period accomplishments

	· Presentations
	Benefits

	· 
	Present key points

Obtain buy-in and support

	· Slide Deck
	Benefits

	· 
	See above

	· Steering Committee / Executive Meetings
	Benefits

	· 
	Provides a forum for executive management to review project accomplishments and keep abreast of issues

	· Roadmap
	Benefits

	· 
	Provides a one-page view of all project activity

Shows timeline and phases of all enterprise projects for entire life cycle

Contains key events that impact multiple projects

	· Calendar
	Benefits

	· 
	Allows individuals the opportunity to attend existing meetings, thereby eliminating ad hoc, overlapping meetings.

	· Meeting Minutes
	When to Use

	· 
	Should be provided for all meetings

	· 
	Benefits

	· 
	Provides a record of meeting activity and accountability for action items. 
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