Stakeholder Communication Plan Report

Date: [Insert Date]
To: [Stakeholder Name]
From: [Your Name]

Subject: Stakeholder Communication Plan

Introduction
The purpose of this report is to outline the communication plan for the stakeholders involved in

[Project Name]. This plan details the objectives, key stakeholders, communication channels, and
frequency of communication.

Objectives
e Provide timely updates on project progress

o Ensure stakeholder engagement and feedback
« Promote transparency throughout the project lifecycle

Key Stakeholders

Name Role Contact Information
[Stakeholder 1] [Role] [Contact Info]
[Stakeholder 2] [Role] [Contact Info]

Communication Channels

The following communication channels will be used:
Email
Meetings

Newsletters
Project Management Software

Frequency of Communication

Communication will be conducted as follows:

o Weekly progress updates via email



e Monthly stakeholder meetings
e Quarterly project newsletters

Conclusion

This communication plan is designed to keep all stakeholders informed and engaged in the
[Project Name]. Your feedback and suggestions are welcome to enhance our communication
strategies.

Best regards,
[Your Name]

[Your Position]
[Your Company]



