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Centers for Medicare & Medicaid Services

<Business Owner’s Office/Center>
<Business Owner’s Group>
7500 Security Blvd

Baltimore, MD 21244-1850
<Project Name (Acronym)>
Communication Management Plan
Version: <1.0>
 Last Modified: <Month Day, Year> 
[Communication Management Plan Template Version 1.1 – November 7, 2008 

Approved for use by the ESD Deliverables Workgroup]

Document Number: <document’s configuration item control number>
Contract Number: <current contract number of company maintaining document> 

Note to the Author

[This document is a template for creating a separate Communication Management Plan, subordinate to the Project Management Plan (PMP), for a given project. The level of detail in the Communication Management Plan is dependent upon the characteristics of the project (e.g., new development or maintenance), Statement of Work (SOW) requirements, stakeholder needs, etc.
If a corporate System Development Management Plan (SDMP) exists, the Communication Management Plan may reference the corresponding section(s) of the SDMP rather than reiterating the content of the SDMP in the Communication Management Plan.  Where applicable, references to the SDMP should also be augmented to address any additional information or deviations from the SDMP that are specific to the given project. 

The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the particular project.

· Blue italicized text enclosed in square brackets (i.e., [text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue text enclosed in angle brackets (i.e., <text>) indicates a field that should be replaced with information specific to the particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate.  

When using this template, follow these steps:

1) Replace all text enclosed in angle brackets (e.g., <System Name (Acronym)>) with the appropriate information for the specific project. These angle brackets appear in both the body of the document and in headers and footers.

2) Modify any boilerplate text as appropriate to the specific project. 

3) To add any new sections to the document, ensure that the appropriate header and body text styles are maintained.  Styles used for the section headings are Heading 1 (Times New Roman 16 pt and Section Sub-Headings are Heading 2 (Times New Roman 14 pt).  The style used for boilerplate and body text is Body Text (Times New Roman 12 pt).

4) To update the Table of Contents, right-click and select “Update field” and choose the option “Update entire table”.  Ensure that sub-headings at each level in the Table of Contents are appropriately indented for improved readability.

5) Delete this “Notes to the Author” page and all instructions to the author (i.e., all blue italicized text enclosed in square brackets) before finalizing the initial draft of the Communication Management Plan.]
APPROVALS

[Obtain signature approval of the final document from the delivering organization’s Project Manager and the primary CMS recipient (i.e., generally the Government Task Leader (GTL)).  Additional signature lines may be added as needed (e.g., CMS Business Owner).]

Submitting Organization’s Approving Authority:

Signature                                   Printed Name                           Date                        Phone Number

<Position Title> [e.g., <System Name and/or Acronym> Project Manager]
CMS’ Approving Authority:

Signature                                   Printed Name                           Date                        Phone Number

<Position Title> [e.g., <Contract or System Name> Government Task Leader]
REVISION HISTORY

[Use the table below to record information regarding changes made to the document over time.]

	Version
	Date
	Organization/Point of Contact
	Description of Changes

	1.0
	<mm/dd/yy>
	<Organization Identifier / Point-of-Contact Name>
	Baseline Version
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LIST OF FIGURES

[Insert a List of Figures appearing within the Communication Management Plan along with a page reference for each identified figure as appropriate.  Labels of Figure titles and descriptions are to be placed centered, above the figure within the main body of the document.  All figures must have an associated tag providing appropriate alternative text for Section 508 compliance.]

<Figure #: Figure Title or Description……………………………………………Page Number>

LIST OF TABLES
[Insert a List of Tables appearing within the Communication Management Plan along with a page reference for each identified table as appropriate. Labels of Table titles and descriptions are to be placed centered, above the table within the main body of the document.]
<Table #: Table Title or Description……………………………………………Page Number>

1Table 1:  Referenced Documents




1. INTRODUCTION
[Summarize the purpose of the document, the scope of activities that resulted in its development, the intended audience for the document, and expected evolution of the document.  Also describe any security or privacy considerations associated with use of this document.] 

This Communication Management Plan documents the protocol for conducting effective communications for the <Project Name (Acronym)> to help manage project team and stakeholder expectations and prevent un-channeled communication.  The Communication Management Plan documents the methods and activities needed to ensure timely and appropriate collection, generation, dissemination, storage, and ultimate disposition of project information among the project team and stakeholders.  The Communication Management Plan also defines which groups do not have access to certain information and what type of information will not be widely distributed.
2. REFERENCED DOCUMENTS
[Summarize the relationship of this document to other relevant documents (e.g., corporate System Development Management Plan (SDMP), Project Management Plan (PMP), other PMP subsidiary plans (e.g., Staffing Management Plan), Project Charter, Project Schedule, Project Process Agreement (PPA), etc.)
Provide identifying information for all documents used to arrive at and/or referenced within the Communication Management Plan (e.g., related and/or companion documents, prerequisite documents, relevant technical documentation, etc.).]  

Table 1:  Referenced Documents
	Document Name
	Document Number
	Issuance Date

	<document name>
	<document’s configuration item control number>
	<Month Day, Year>

	
	
	

	
	
	


3. OVERVIEW
[Provide a high-level overview of the project.  Focus on the process and deliverable aspects of the project, including contract type, major milestones, and stakeholders.]
4. ASSUMPTIONS/CONSTRAINTS/RISKS
4.1 Assumptions 

[Describe any assumptions or dependencies regarding project communications. These may concern such issues as external and internal communications and SOW requirements.]
4.2 Constraints
[Describe any limitations or constraints that have a significant impact on communications (e.g., limited access to actual end users (e.g., providers, members of the public), timing issues associated with publication of information or distribution of deliverables, etc.) during the course of the project.]
4.3 Risks
[Describe any risks associated with the management of project communications and proposed mitigation strategies.]

5. COMMUNICATION APPROACH
[Describe the approach for managing project communications in accordance with proven project management practices.]
 TC  "\"5.A.  CMS Employees and Users of CMS IT Resources\"" \l 2 5.1. Stakeholder Identification & Analysis
[Identify the primary stakeholder groups (e.g., business owner(s) or project sponsor(s); project team members; customers or users; authorizing and oversight entities; etc.) and specific communication goals and objectives for each stakeholder group within the project.]
Project communications are the primary tool for promoting cooperation, participation, coordination, and an understanding of acceptance between all project stakeholders.  <Project Name or Acronym> has the following primary stakeholder groups, with specific communications goals and objectives for each as follows:
 TC  "\"5.A.  CMS Employees and Users of CMS IT Resources\"" \l 2 5.2. Communication Items
[Describe the approach for identifying communication items (e.g., as documented in the SOW, requests from project stakeholders (both external and internal), etc.).]
 TC  "\"5.A.  CMS Employees and Users of CMS IT Resources\"" \l 2 5.3. Communication Matrix
[Provide a Communication Matrix that defines the details of the prescribed communication items for the project that will be utilized during the life of the project or provide a reference to where this information resides.  The details of the Communication Matrix can be maintained in a separate document or included as an appendix to this document that is referenced in this section. 
A template for a Communication Matrix is provided in the appendix to this template.]
The Communication Matrix provides the basis for measuring and reporting communication performance for the <Project Name or Acronym>.   
6.  COMMUNICATION MANAGEMENT 
[Describe how project communications will be managed, including how changes to the Communication Matrix will be managed.  Include processes for vetting communication messages and products.] 

7. GLOSSARY 

[Provide clear and concise definitions for terms used in the Communication Management Plan that may be unfamiliar to readers of the document.  Terms are to be listed in alphabetical order.] 
<Term Name>

<Term definition>

<Term Name>

<Term definition>
8. ACRONYMS 

[Provide a list of acronyms and associated literal translations used within the document. List the acronyms in alphabetical order utilizing a tabular format as depicted below.]

	<ACRONYM>
	<Literal Translation>

	CMS
	Centers for Medicare & Medicaid Services

	PMP
	Project Management Plan

	PPA
	Project Process Agreement

	SDMP
	System Development Management Plan

	SOW
	Statement of Work


9. APPENDICES 

[Utilize appendices to facilitate ease of use and maintenance of the Communication Management Plan.  Each appendix should be referenced in the main body of the document where that information would normally have been provided.  An example of a suggested appendix is a Communication Matrix similar to the following template.]
Communication Matrix
	Communication
Item
	Content Description
	Purpose/ Objective
	Media/ Location 
	Responsible Person(s) or Group(s) 
	Distribution Audience  
	Distribution Vehicle 
	Timing
	Required Approval
	SOW Reference

	[Identify the specific communication item (e.g., monthly status reports, team meetings, stage gate review meetings, meeting minutes, etc.)]
	[Provide a brief description of the communication item and its content.]
	[Identify the goal of the communication item (e.g., informational or request/ expect an action)]
	[Identify the physical form in which the information is communicated and location where it is retained.]
	[Identify the person(s) or group(s) responsible for communicating and/or distributing the communication item.]
	[Identify to whom the communication item will be distributed.]
	[Identify the mechanisms to be used for distribution of the communication item (e.g., email).]
	[Identify the frequency, due dates or timeframes, event trigger(s), and lead times associated with delivery of the communication item.]
	[Identify the person(s) or group(s) that may be required to approve a communication item prior to distribution.]
	[Specific reference from SOW, if applicable]
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