
Stakeholder Communication Brief 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: [Subject of the Brief] 

Introduction 

[Provide a brief introduction outlining the purpose of the communication brief.] 

Current Status 

[Summarize the current status of the project or initiative, including any key developments.] 

Key Information 

• [Key point 1] 

• [Key point 2] 

• [Key point 3] 

Next Steps 

[Outline the next steps and any actions required from the stakeholder.] 

Conclusion 

[Wrap up the brief, thanking the stakeholder for their support and collaboration.] 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


