
Stakeholder Communication Plan Summary 

Date: [Insert Date] 

To: [Stakeholder Name/Group] 

From: [Your Name/Your Organization] 

Subject: Summary of Stakeholder Communication Plan 

Dear [Stakeholder Name], 

We are pleased to share with you the summary of our Stakeholder Communication Plan, which 

aims to ensure effective engagement and information sharing throughout the project lifecycle. 

Below are key details: 

Objectives 

• To keep stakeholders informed of project developments. 

• To gather feedback and address concerns timely. 

• To enhance collaboration among all parties involved. 

Key Stakeholders 

• [Stakeholder 1] 

• [Stakeholder 2] 

• [Stakeholder 3] 

Communication Channels 

• Email updates 

• Monthly meetings 

• Project newsletters 

Frequency of Communication 

• Weekly status updates 

• Monthly stakeholder meetings 

• Quarterly review sessions 

We appreciate your ongoing partnership and look forward to working together to achieve our 

project goals. Should you have any questions or suggestions, please do not hesitate to reach out. 

Best regards, 



[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


