
Stakeholder Communication Plan 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: Stakeholder Communication Plan 

Dear [Stakeholder Name], 

We are committed to maintaining open lines of communication with all our stakeholders. This 

letter serves to outline our plan for effective communication throughout the [Project Name] 

project. 

Objectives 

• Ensure timely and transparent updates. 

• Gather stakeholder feedback and address concerns. 

• Enhance collaboration and support. 

Stakeholder Identification 

The following stakeholders have been identified: 

• [Stakeholder 1] 

• [Stakeholder 2] 

• [Stakeholder 3] 

Communication Methods 

• Email updates bi-weekly. 

• Quarterly stakeholder meetings. 

• Surveys for feedback after key milestones. 

Frequency of Communication 

Our communication will occur as follows: 

• Weekly updates through email. 

• Monthly status meetings. 

• Post-project review meeting to discuss outcomes. 



Contact Information 

If you have any questions or suggestions, please feel free to reach out to me at [Your Email] or 

[Your Phone Number]. 

We appreciate your involvement and look forward to collaborating with you throughout this 

project. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


