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Stakeholder Communication Plan Template

What is Stakeholder Communication Plan Template?

A stakeholder communication plan template is a document that outlines the process and
strategy for communicating with stakeholders, including their needs, expectations, and
communication channels. It is a valuable tool for organizations to ensure effective
communication with key stakeholders, such as investors, customers, employees, partners, or
regulatory bodies.

Here is a general template for a stakeholder communication plan:
l. Introduction

e Purpose: Define the purpose of the stakeholder communication plan.

e Scope: Identify the scope of the plan, including the organization, projects, and initiatives
covered.

e Objectives: Outline the objectives of the plan, such as building trust, managing
expectations, or providing updates.

Il. Stakeholder Identification

e List: Provide a list of stakeholders, including their roles, interests, and needs.
* Classification: Categorize stakeholders based on their level of influence, interest, and
engagement (e.g., high-influence, low-interest; low-influence, high-interest).

Ill. Communication Objectives

¢ Goals: Define specific communication goals for each stakeholder group, such as
providing project updates or addressing concerns.
¢ Key Messages: Identify the key messages to be communicated to each stakeholder

group.
IV. Communication Channels

e List: Provide a list of communication channels to be used for each stakeholder group,
such as:
o + Email
o + Meetings
o + Reports
o + Social media
o 4+ Town halls
o + Surveys
¢ Frequency: Specify the frequency of communication for each channel.

V. Content

e Messages: Develop key messages and talking points for each stakeholder group.
e Format: Identify the format for each type of content, such as:
o + Written reports
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o + Verbal updates
o + Visual aids (e.g., slides, videos)

VI. Timing

e Timeline: Create a timeline for communication activities, including milestones and
deadlines.

VIl. Measurement and Evaluation

e Metrics: Identify metrics to measure the success of stakeholder communication, such as:
o 4+ Engagement rates
o + Feedback scores
o + Satisfaction ratings
¢ Evaluation: Schedule regular evaluations to assess the effectiveness of the
communication plan and make adjustments as needed.

VIII. Roles and Responsibilities

e Stakeholders: Define roles and responsibilities for each stakeholder group.
e Communication Team: ldentify team members responsible for implementing the
communication plan.

IX. Budget and Resources
¢ Allocation: Allocate budget and resources for communication activities, such as:
o 4+ Staffing
o + Training
o + Technology

X. Conclusion

e Summary: Summarize the key elements of the stakeholder communication plan.
¢ Next Steps: Outline next steps for implementation and review.

This template is a general framework that can be customized to fit your organization's specific
needs and stakeholders. Remember to regularly review and update your stakeholder
communication plan to ensure effective communication with your key audiences.

stakeholders, engagement, channels, metrics, roles, budget

Stakeholder Communication Plan

Project Information

e Project Name: [Project Name]
e Project Manager: [Project Manager's Name]
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e Date: [Current Date]

Purpose

e Purpose: Outline the purpose of this communication plan, such as ensuring timely
and effective information exchange with stakeholders.

Stakeholder Identification

[Name] [Role] [Interest Level] [Influence Level] [Method]
[Name] [Role] [Interest Level] [Influence Level] [Method]

Communication Goals

e Goal 1: [Communication Goal]
e Goal 2: [Communication Goal]

Communication Methods

e Method 1: [Description and when to use]
e Method 2: [Description and when to use]

Information Distribution Plan

[Information] [Stakeholder] [Method] [Frequency] [Party]
[Information] [Stakeholder] [Method] [Frequency] [Party]

Feedback and Updates

* Feedback Mechanism: [How stakeholders can provide feedback]
* Update Process: [How updates will be communicated and how often]

Monitoring and Adjusting

e Monitoring: [How the effectiveness of the communication will be monitored]
e Adjusting: [How the plan will be adjusted based on feedback and monitoring]

Approval

e Approved by: [Approver's Name]
e Signature: [If applicable]
e Date: [Approval Date]

Export as PDF
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e Project management

External links:

e Stakeholder communications Template | Atlassian —atlassian.com
o QOrganize and share information to keep stakeholders updated on progress
e Stakeholder Communication Plan Template | Template by ClickUp™ —clickup.com
o With the help of this practical Stakeholder Communication Plan Template, you can
efficiently handle your tasks and improve productivity.
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