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The purpose of this document is to define the Communications approach and to regulate / document the communications that transpire during the course of the project.
This document details the Project’s Communications Guidelines associated with this Project. The following communication areas are addressed by this plan:
i. External Communications (i.e. bodies outside the organisation),
ii. Internal Communications,
iii. Communications with Stakeholders, and
iv. Project team Communications.
The contents of this document serve as a Quality Record and must either be followed or where deviation from the guidelines occurs, rationale must be provided, in the Project Management Plan (PMP), to justify this deviation.
Finally, this document may be amended from time-to-time as necessary making it a working document.
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	Provide a list of key documents referenced in this document or used to provide input into this document. Identify each document by title, version and date. Explain succinctly why the document is referenced (e.g. for project context). Specify the source (team/person) and document location (preferably soft copy). 


The following key documents are referenced in this document:
	Document
	Version
	Issued
	Source / location

	Project Management Strategy
	1.0
	TBA
	<Insert link to document here>

	Project Management Plan (PMP)
	1.0
	TBA
	<Insert link to document here>

	Quality Management
	
	TBA
	<Insert link to document here>

	Risk Management Policy
	1.0
	TBA
	<Insert link to document here>

	Risk Management Framework
	1.0
	TBA
	<Insert link to document here>

	Change Management
	1.0
	TBA
	<Insert link to document here>
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The following communication goals and objectives are intended to be achieved by this plan:
i. Create and sustain awareness of the plans, events, activities  within the project,
ii. Retain positive communication flow within the project (i.e. between the team members),
iii. To effectively collect and disseminate project information about the project,
iv. Create consistency in the messages. This effectively means that all correspondence that goes out to the outlets will contain the same message, and 
v. Maintain understanding uniformity amongst the internal audience of employees and managerial staff will also understand the information the company is releasing preventing different people within the organisation contradicting each other and creating confusion with the audience,
vi. Propagate new developments such as methodologies, policies, processes, procedures and templates to all concerned staff (stakeholders, Domain Subject Matter experts (DSME), Technical Subject Matter Experts (TSME), etc.,
vii. Inform all interested parties, using ‘Information Radiators’, on progress and status of the project.
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The following Business Rules apply to all communication sessions:
i. All communication events (as applicable) will be recorded in the Events Schedule (for format details refer (Attachment A),
ii. All recurring communication sessions will be pre-planned (as applicable) and recorded in the Communication Sessions(for format details refer (Attachment B), and
iii. All communication events / sessions will be pre-coordinated.
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[bookmark: _Toc340591324]External
The following Business Rules apply to all project external communication:
1. All external communications must be pre-approved by <Insert Function here>,
2. 
[bookmark: _Toc340591325]Internal
The following Business Rules apply to all project internal communication:
1. All internal communications must be …………………….
2. 
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The following Business Rules apply to all project communications with stakeholders:
1. If email, a copy must be retained in the Project Communications Register,
2. 
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The rules pertaining to Business / Project Team Communications (i.e. meetings) are:
i. A meeting must have a formal Agenda (for detail refer to Project Quality Plan (PQP)),
ii. A meeting must have a nominated scribe that is responsible to:
ii.a	Take notes,
ii.b	Publish the notes following circulation,
	(for detail refer to Project Quality Plan (PQP)),
iii. Every Agenda Item must have follow-up action;
iii.a	Every follow-up action must have an owner,
iii.b	Every action must be confirmed as executed,
iv. If follow-up has not been executed, the subject must be:
iv.a	Raised as an issue in the agenda in the earliest possible project meeting;
iv.b	Recorded as an issue in the Issues Register;
v. If an issue has not been resolved in the earliest possible project meeting, the Project Manager (in consultation with the Project Director) will close the issue and raise it as a risk in the project’s Risks Register.
vi. If a registered risk is no longer posing a risk to the project it will be closed in the Risks Register and reported in the up-coming project meeting.
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The rules pertaining to Business IT Project Progress and Status reporting are:
1. Status and Progress reporting, from the Project Manager to the Business will be on a weekly or bi-weekly basis, on the first Monday of the week (or the next business day if it is a non-working day);
i.a	The format of the Status and Progress Report is in Project Quality Plan (PQP),
i.b	A copy of the Issues Register will be attached as an Appendix to the Status and Progress report, and
i.c	A copy of the Risk Register will be attached as an Appendix to the Status and Progress report.
2. Status and Progress reporting, from the Project Manager to the Board will be on a monthly basis, one week prior to the scheduled IMF Board meeting on (or the previous business day if it is a non-working day);
ii.a	The format of the Status and Progress Report is in Project Quality Plan (PQP), and
ii.b	A copy of the Risk Register will be attached as an Appendix to the Status and Progress report.
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