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	Project Name
	Project ID
	Project Manager

	
	
	

	Business Process Owner
	Project Sponsor
	Project Executive Sponsor

	
	
	



PROJECT TEAM COMMUNICATIONS
	Sender
	Team  Member
	Method
	Frequency
	Message

	Person responsible for the communication,i.e., Project Manager
	Receiver of the communication, i.e., Project Team
	How will the communication occur (SharePoint, web, e-mail, phone, yammer, etc.)?
	How often will this communication occur and when, i.e., weekly, monthly
	Information being sent (status report, meeting schedule, agenda, SharePoint etc.)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Communication Agreements:
 




PROJECT TEAM MEMBERS
	Project Contacts
	Project Role
	Contact Number
	Email Address

	
	Sponsor
	
	

	
	Project Manager
	
	

	
	Technical Lead
Requirements Deliverable Owner
	
	

	
	Operational Lead
XXXXXX Deliverable Owner
	
	

	
	Technical Lead Backup
	
	

	
	Issue Manager
Testing Deliverable Owner 
	
	

	
	XXXXXX Deliverable Owner
	
	

	
	XXXXXX Deliverable Owner
	
	

	
	Training Deliverable Owner
	
	

	
	XXXXXX Deliverable Owner
	
	

	
	XXXXXX Deliverable Owner
	
	

	
	XXXXXX Deliverable Owner
	
	

	
	XXXXXX Deliverable Owner
	
	



PROJECT STAKEHOLDER COMMUNICATIONS
	Sender
	Stakeholder
	Method
	Frequency
	Message

	Person responsible for the communication
	Receiver of the communication
	How will the communication occur (SharePoint, web, e-mail, phone, etc.)?
	[bookmark: _GoBack]How often will this communication occur and when?
	Information being sent (status report, meeting schedule, agenda, etc.)

	
	
	Email
	Weekly
	Project Milestones

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Communication Agreements:
 




PROJECT STAKEHOLDER MEMBERS
	Project Contacts
	Project Role
	Contact Number
	Email Address
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