	
	Communication Management Guideline



Purpose

The purpose of Communication Management Guideline is to describe the processes required to ensure timely and appropriate generation, collection, and dissemination of project information. The project manager summarizes the communication approach in the Project/Phase Kick-off Presentation.

While it’s the project manager’s responsibility to lead, develop, and execute the specific communication plan, communication tasks may be delegated to other project team members and must have the commitment of every person involved in the project.

Communication Management includes sharing information with project stakeholders and participants using the most efficient communication channels. 

Approach

The project manager will carry out activities in four (4) key areas on each project. These key activities include:
Communication Strategy – defining who needs communication of the change and what is the best communication medium.  The Communication Strategy also involves assessing what needs to be communicated and approving the communication.
Change Enablement Process- creating and managing change in an organization. Change enablement is important in projects that require the organization to perform activities in a manner that is radically different than their normal approach. Change enablement should not be confused with change management, which includes managing the changes within a project. (i.e., change management of documents, issues, requirements, etc.).
Information Distribution – making project information available to the project organization in an efficient manner. It includes implementing the communications approach, as well as responding to unexpected requests for information. 
Managing Communication- managing the communication plan and review change readiness. It includes performing updates to the change plan and redistributing as needed.

Key Steps

	Role
	Key Steps
	Tools
	Comments

	Communication Strategy

	Project Manager
	Identify inputs into the communication strategy
	Use the Communications Matrix Template
	Inputs include assumptions, guiding principles, and change barriers.

	Project Manager
	Identify the audience that will be impacted.
	
	Example: The audience can include the project core team, the user community, business and technical management, steering committee, and stakeholders.

	Project Manager
	Identify key message types, timing, communication vehicles, senders and feedback mechanisms.
	
	Example: Message Types can include progress updates, meetings, announcements, and news flashes.

	Project Manager
	Identify the Communication Team and define the communication practices for the project.
	Use the

Communications Matrix Template
	Developing a Communication Team ensures that the appropriate personnel and processes are involved in developing and executing the communication strategy.

	Project Manager
	Develop an Approval Process
	
	A review process for the project communications will be established to ensure that all communications received the appropriate level of approval.

	Project Manager
	Document information into the Communication Strategy
	
	

	Project Manager
	Create the Communication Matrix.
	Use the
Communications Matrix Template
	Use the information from the Communications Strategy to develop the Communication Matrix.

	Change Enablement Process

	Project Manager
	Conduct a Change Readiness Assessment.
	Use the
Change Plan Template
	The Change Readiness Assessment should include an audience assessment of change readiness and summarizing the change readiness assessment results.

	Project Manager
	Validate Findings
	Use the
Change Plan Template
	Validate Findings include conducting focus groups, develop change recommendations, and presenting the findings to the project core team.

	Project Manager
	Create and communicate change readiness assessment report to the Communication and Project teams.
	Use the
Change Plan Template
	

	Project Manager
	Document information into the Change Plan
	Use the
Change Plan Template
	

	Project Manager
	Lead the change plan
	Use the
Change Plan Template
	This includes implementing the change plan, gathering feedback, and measuring progress.

	Project Manager
	Update the Communication Matrix.
	Use the 

Communications Matrix Template and Change Plan Template
	Use the information from the Change Plan to update the Communication Matrix.

	Information Distribution

	Project Manager
	Communicate the communication plan to the appropriate audience
	Use the
Change Plan Template
	

	Project Manager
	Discuss project status with the team.
	Use the

Project Status Report and Meeting Notes and Meeting Agenda
	Distribute project information  in a team meeting, typically weekly or as required.

	Project Manager
	Review progress with senior management.
	Consult the

Communications Matrix Template and 

Use the

Executive Status Report and Quarterly Operations Review
	Distribute information as appropriate to targeted audience.

	Project Manager
	Distribute information on an exception basis.
	
	As requested.

	Managing Communication

	Project Manager
	Review Change Readiness assessment.
	Use the 

Change Plan Template
	

	Project Manager
	Perform updates to the Change Plan and redistribute as needed.
	Use the 

Change Plan Template
	Distribute information as appropriate to targeted audience.


Summary

Effectively planning and managing of project communications ensures that all teams and interested parties, who are involved in any way, are provided and receive appropriate and timely communication attributing to project success.

References and Related Templates

Project Management Body of Knowledge (PMBOK)

Verma, V.K., Human Resource Skills for the Project Manager, The Human Aspects of Project Management, Volume Two, PMI, 1996

· Communication Matrix

· Organization Chart – the group or the organization

· Executive Status Report

· Project Status Report

· Team Member Status Report

· Quarterly Operations Review

· Meeting Agenda

· Meeting Notes
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