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	Strategy quality criteria
	Project Assurance should check this document using these quality criteria:
· Internal and external stakeholders have been identified and consulted for their information needs
· If appropriate there is agreement from stakeholders about the content, frequency and method of communication

· Any corporate communication policies have been included where appropriate
· The time, and resources needed to carry out the key identified communications have been (or will be) included in the Project Plan
· The frequency of communication activities are reasonable for the project’s importance and complexity

· Lines of communication, and the reporting structure between the project and programme are clear




Introduction

Why communications are required, the scope of the strategy (usually project stakeholders)
The Project Board will usually have overall ownership for this strategy.

Communications Procedure

This should be a two way procedure to enable the project’s stakeholders to feedback into the project, not simply the sending of information
Tools and Techniques

Technology or paper for example
Records

Maybe related to information management procedures relating to security and confidentiality
Reporting

Internal and external reports to be prepared and where they should flow from and to.
Timing of Communication Activities
When will communication activities need to be panned for (maybe at the end of a stage) including performance audits of how well communication is being performed in alignment with key corporate or programme messages
Roles and Responsibilities

Who will be responsible for each step in the communication process.
Stakeholder Analysis

	Interested Party

	Current Relationship
	Desired Relationship
	Interfaces
	Key Messages

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Information Needs

	Interested Party
	Information for Distribution
	Information for Collection
	Information Provider and Recipient
	Frequency of Communication
	Means of Communication
	Format of Communication

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


� This may include affected staff, user groups or forums, internal or external audit, competitors, suppliers, general public etc.
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