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1.3 – Communication Plan

· Introduction:
This document is a guideline to the communications plan determined between both the Project Manager and the client, Stanton Pet Care. The document will give a better understanding of the communication necessary in order to complete the project with discretion, clear ideas, on time, and in an effective manner. The communication methods will also bring the team together to assess progress, identify problems and/or issues and plan actions to address the problem/issue.
· Communication Schedule:
	
	Description
	Objective
	Frequency
	Medium
	Participants
	Output

	1
	Business Sponsor and Client Updates
	· Discuss rising issues and conflicts in project

· Provide group representative frequent information on project status

· Discuss new ideas or thoughts about upcoming events
	Bi-weekly
	Meeting /

Presentation
	Project Manager, Chief Financial Officer, Little Homes Kennel President (Sponsor)
	Meeting Notes,

Update Action Items

	2
	Project Status Reports
	· Provide updates on current status of project

· Discuss upcoming objectives

· Discuss any project issues that require the Client's approval.
· Resolve any project issues that require a Client decision. 
	Weekly
	Email / Post documents on project communication site
	Project Manager, Client, Team
	Check-off Goals and Personal Status Deadlines 

	3
	Project Stakeholder Information Meetings
	· Discuss upcoming deadlines, sign-offs, and project goals
	Quarterly
	Conference call
	Project Manager, Client, Project Sponsor
	Meeting Notes

	4
	Development and Production Team Updates 
	· Provide the current overall status of development and production team

· Assign related work objectives

· Communicate within the team each member's progress on assignments
	Weekly
	Meeting / Conference call / Group chat room
	Project Manager,

Technical Lead,

Development and Production Teams
	Work Plan updates
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