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Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Stakeholder Analysis and Communication Plan

Introduction

This document outlines the stakeholder analysis and communication plan for [Project Name]. It
aims to identify key stakeholders and establish effective communication strategies to ensure
project success.

Stakeholder Analysis
Stakeholder Role Influence Level Interest Level Communication
Name Preference

[Stakeholder 1] [Role] [High/Medium/Low] [High/Medium/Low] |[Email/Meeting/Report]
[Stakeholder 2] [Role] [High/Medium/Low] [High/Medium/Low] |[Email/Meeting/Report]

Communication Plan

o Objective: To keep stakeholders informed and engaged throughout the project.
e Methods: Email updates, monthly meetings, quarterly reports.
e Frequency:

o Weekly updates for high influence stakeholders

o Monthly updates for medium influence stakeholders

o Quarterly updates for low influence stakeholders

Conclusion

The stakeholder analysis and communication plan will help ensure all parties remain informed
and engaged, fostering collaboration and support for [Project Name].

Best regards,
[Your Name]



