

Project Communications Plan (ICS 205)
	1. Project Name:

	2. Date/Time Prepared:
Date:  
Time:  
	3. Project Phase/ Planning Period:
(Phase 1 – Planning, Sprint 3 (Wk 7-8), Grant Performance Period 1)

	[bookmark: _ICS_205a]4. Project Communications Matrix:

	Communication Channel
	Audience/ Stakeholder Group
	Information Type
	Frequency
	Platform
	Notes/ Escalation

	Task Updates
	Project Team
	Report
	Weekly
	Teams/ Email
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	5. Communication Rules & Escalation Procedures:
Purpose:
Defines expectations and escalation triggers.
Examples:
· What requires sponsor notification
· Escalation thresholds (schedule, cost, scope)
· After-hours communication rules
· Backup communication methods

	6. Prepared by (Communications Unit Leader):  Name:  		Signature:  	

	ICS 205 
	Page _____
		Date/Time:  	
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