Sample Tiered Communication Management Plan
This document is structured as a framework for a communications management plan and also as a guide for the minimal top three levels.

	
	Objective
	Audience
	Frequency
	Vehicle

	Status
	Detailed information and report of accomplishment at the task level
	Core Team Only
	Weekly or bi-weekly, depending upon the project schedule
	Meeting or conference call with e-mail follow-up

	Steering
	Milestone update

Risk communication

Escalation and issues resolution
	Line management and next level management for all members of the core team
	Monthly
	E-mail reports

	Sponsor
	Summary schedule update

Summary financial update

High-level progress (charts, pictures and dashboards)
	VP or C-Level
	Bi-Monthly
	E-mail or meeting, depending upon management preference

	Others (TBD)


	
	
	
	

	Others (TBD)


	
	
	
	

	Others (TBD)


	
	
	
	

	Others (TBD)


	
	
	
	

	Others (TBD)


	
	
	
	

	Others (TBD)


	
	
	
	


