02-Jan-98 4.1 Opportunity Number Assigned and Logged 5.1 Proposal Number Assigned and logged 5.2 Proposal Generated and Approved

 set CC_5_3 "5.3 Proposal Reviewed with Client" \* MERGEFORMAT 5.3 Proposal Reviewed with Client 6.2 Terms and Conditions agreed and Client Purchase Order Accepted 6.1 Opportunity Pricing Finalised  Error! Reference source not found.7.1 Purchase Order Issued to Sub-contractors

 set CC_7_2 "7.2 Purchase Order Accepted by Subcontractor" \* MERGEFORMAT 7.2 Purchase Order Accepted by Subcontractor

 set CC_7_3 "7.3 Project Manager Appointed if required" \* MERGEFORMAT 7.3 Project Manager Appointed if required

 set CC_7_4 "7.4 Project Plan Reviewed with Client" \* MERGEFORMAT 7.4 Project Plan Reviewed with Client

 set CC_8_1 "8.1 Contract Timesheets Approved and Submitted to  " \* MERGEFORMAT 
8.1 Contract Timesheets Approved and Submitted to Error! Reference source not found. 

 set CC_8_2 "8.2 Project Reports submitted as required" \* MERGEFORMAT 
8.2 Project Reports submitted as required
 9.1 Issues Resolved 9.2 Contract Amendments Issued Error! Reference source not found. set CC_10_1 "10.1 Written Client Acceptance of   Services Obtained" \* MERGEFORMAT 
10.1 Written Client Acceptance of Error! Reference source not found.  Services Obtained

 set CC_10_2 "10.2 Invoice from Subcontractor Received" \* MERGEFORMAT 
10.2 Invoice from Subcontractor Received
 10.3 Project File Returned 10.5 Current and Closed client logs updated

 set CC_10_5 "10.5 Current and Closed client logs updated" \* MERGEFORMAT 10.5 Current and Closed client logs updated

 set CC_10_4 "10.4 Invoice to Client Issued” \* MERGEFORMAT 10.4 Invoice to Client Issued

 set CC_10_5 "10.5 Invoice Payments - Logged/Chased" \* MERGEFORMAT 10.5 Invoice Payments - Logged/Chased 10.6 Current and Closed client logs updated
[image: image1.png]ﬁ Project Angels

Improving Performance




Communications 

Strategy and Plan 
Contents

41.
PURPOSE / OBJECTIVE

2.
COMPOSITION
4
3.
MILESTONES
4
4.
KEY AUDIENCES AND NEEDS
4
5.
MEDIA
4
6.
EVALUATION and FEEDBACK MECHANISMS
4
7.
OUTLINE COMMUNICATIONS PLAN
1


Document Control
	Approver
	Role
	Signature
	Date

	
	Project Sponsor
	
	

	Reviewer 
	Role
	Signature
	Date

	
	Project Executive
	
	

	
	Project Manager
	
	

	
	
	
	


	Distribution List

	Name
	Role

	
	

	
	

	
	


	Change History

	Version
	Date
	Author / Editor
	Details of Change

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The latest approved version of this document supersedes all other versions. Upon receipt of the latest approved version all other versions should be destroyed, unless specifically stated that previous version (s) are to remain extant. If any doubt, please contact the document Author.

1. PURPOSE / OBJECTIVE
Describe the general purpose and objectives of producing this Project Brief.  
It is quite acceptable within the Brief to refer to other relevant documentation – it is not essential to reproduce it or to rewrite it.

2. COMPOSITION
· Identification of Project milestones to trigger communications activity.

· Identification of key audiences and their needs.

· Framework of media, including feedback mechanism.

· Evaluation methods.

· Outline plan to guide communications activities.

3. MILESTONES
Project milestones from communications perspective include:

4. KEY AUDIENCES AND NEEDS
	AUDIENCE
	NEEDS

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


5. MEDIA
Available and suggested media include: 

6. EVALUATION and FEEDBACK MECHANISMS
7. OUTLINE COMMUNICATIONS PLAN
	Ref
	Purpose / Message
	Audience
	Media
	Owner
	Frequency / Date
	Barriers to Success / Resistance
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