Communications Management Protocol 

· To determine the information and communication needs of Stakeholders – a simple and effective Communications Management Plan 

· To make information available to all Stakeholders in the agreed formats and frequency

· To agree on the tools and techniques (software/technology) to be used consistently, for generating and spreading the project information 

· To agree on the choice of media, presentation techniques, etc

· To draft a standard process for finalizing a meeting Agenda and dealing with conflict 

· To have a consistent on-line portal (across all projects) for dissemination of project related information, with controlled access rights (view/edit/delete) 

· To follow the agreed WBS in storing and generating information.

· To incorporate Lessons Learned at the end of each project
· To have informal sessions every 2nd Monday, in which a member of the team gives a presentation to all the team members. This helps keep the entire team up to speed with the status of specific project tasks, and allows the opportunity for teamwork and feedback on specific issues.

· To establish a War Room – during the critical phases of the project, where regular updates on project concerns and progress are displayed as charts/curves on boards.

