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The following table presents the answer to some of the key initial questions regarding the Communication Plan.
	Topic
	Guidance

	Why is this document important?
	The Communication Plan Checklist provides a high-level summary of the communication activities for leadership and all stakeholder groups. In addition, it highlights the project-related communications events (including their sequencing, target audiences, messages, and delivery methods).

	Why should I use this document?
	The Communication Plan Checklist provides a list of activities involved in planning, developing and delivering a communication plan to support the overall project. In addition, a sample of a Communication Plan Tracker is attached to help tracking communication activities.

	Is this a mandatory document?
	The Communication Plan is a mandatory document for all IM/IT projects.

	Who should complete this document?
	Change Management or Communications Lead

	Is this document required for OCIO reporting?
	No

	Where can I get additional help from?
	Ministry PMO or PMP designated project manager.



Once you have reviewed this checklist, please answer the question below:

	In reviewing this document, have you identified any new risks or issues that are not fully addressed by the Communication Plan Checklist and Tracker? 

	 Yes                                       No

If yes, have you recorded and escalated the risk/issue in the appropriate log?



Communication Plan Checklist
The following table provides the suggested sections and sub-sections for the Communication Plan.
	
	#
	Section
	Sub-Section
	Description

	
	1
	Communication Strategy
	Communication Principles
	Develop the guiding principles used for communication with different stakeholder groups. For example: Using stakeholder centric channels, or a commitment to two-way communication.

	
	
	
	Communication Objectives
	Develop the communication objectives for the project. For example: increase leadership engagement, or inform staff of pending changes.

	
	2
	Stakeholder and Audience Analysis
	Identify the impacted stakeholder groups. As part of this analysis, determine the level of commitment and influence of each stakeholder group required for project success. This analysis informs the communication approach (e.g., frequency, messaging) for each group.

	
	3
	Message and Vehicle Analysis
	Communication Message Analysis
	Identify the key messages and takeaways each communication will strive to deliver. As stakeholders will be impacted by the project in different ways, the messages incorporated into each communication will need to be mindful of the audience and incorporate messages applicable to the stakeholder group.

	
	
	
	Communication Vehicle Analysis
	A communication vehicle analysis is an inventory and assessment of the current methods used to communicate information to different stakeholder groups.
The objective of this analysis is to understand the communication vehicles, or channels, currently used by the stakeholders, how the channels are used, and going forward which will be the most effective vehicle for communication to each stakeholder group. This analysis may result in addition of new communication channels not currently used today.

	
	4
	Communication Tools and Templates
	Identify relevant tools and templates that can be leveraged to support the project’s communication effort. Attached is an example of a Communication Plan Tracker, which can be used to track communication activities for a project.

<<refer to document #5 Communication Plan Tracker>>
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