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Architecture Templates

Communication Plan Template

What is Communication Plan Template?

A Communication Plan Template is a structured framework designed to facilitate effective
communication within a project or organization, ensuring that all stakeholders are informed,
engaged, and aligned with the project's goals and objectives. From a Solution Architect's
perspective, utilizing a Communication Plan Template aligns with best practices like those
outlined in TOGAF (The Open Group Architecture Framework), as it promotes clarity and
consistency in messaging across various phases of the architecture development lifecycle. This
template typically includes key elements such as stakeholder identification, communication
objectives, messaging, channels, frequency, and feedback mechanisms. By implementing such
a plan, organizations can enhance collaboration, mitigate risks associated with
misunderstandings, and ultimately ensure that architectural initiatives are successfully
delivered and adopted.
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Communication Plan Template

1. Purpose

Define the purpose of the communication plan in the context of the enterprise
architecture initiative.

2. Scope

ldentify the scope of the communication activities, including the stakeholders involved
and the architectural components that will be addressed.

3. Stakeholder Analysis

Example: Decision Makers High  High Begular updates, strategic
Management impact
Example: IT Team Technical Execution Medium High If;g%cal S, progies:
Example: Users System End Users High  Medium SBET tr_alnlng, IFEER S
gathering
Example: Compliance Regulgtory Low High LOrmB s S,
Oversight necessary reports
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4. Communication Goals

e Ensure stakeholders are informed and engaged.
* Facilitate feedback and gather insights from users and other stakeholders.
e Align communication with project milestones.

5. Key Messages

e What are the primary messages to communicate?
e Ensure clarity on the benefits of the enterprise architecture initiative.

6. Communication Channels

Email Updates and announcements As needed
Meetings  Interactive discussions and feedback Weekly or bi-weekly
Newsletters Comprehensive updates Monthly

Workshops Training and engagement sessions As scheduled
Intranet Resource hub for documentation Ongoing

Social Media Public updates and engagement As needed

7. Communication Schedule

YYYY-MM-DD Kick-off Meeting All stakeholders Project Manager
YYYY-MM-DD Monthly Newsletter All stakeholders Communications Lead
YYYY-MM-DD User Training Session System Users Training Coordinator
YYYY-MM-DD Compliance Report  Compliance Team Compliance Officer

8. Feedback Mechanisms

e Surveys after each major update or training session.
e Regular feedback sessions with key stakeholders.
e Open channels for continuous feedback (e.g., dedicated email, feedback forms).

9. Roles and Responsibilities

Oversees communication plan execution and stakeholder
engagement

Communications Lead Develops content and manages communication channels
Training Coordinator Organizes and facilitates training and feedback activities
Compliance Officer  Ensures all communications adhere to regulatory standards

Project Manager

10. Evaluation and Review

e Establish metrics to assess the effectiveness of communication efforts (e.qg.,
feedback survey results, engagement levels).

e Schedule regular reviews of the communication plan (e.g., quarterly) to adapt
strategies as necessary.
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11. Approval

|Examp|e: John Doe Project Sponsor YYYY-MM-DD

This communication plan template should be tailored to fit the specific needs and

context of your enterprise architecture initiative.
P

Export as PDF

Related:

e Architecture
¢ Architecture Templates

External links:

e TBD

Search this topic on ...
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