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Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.

A communications matrix outlines:

· the different roles that are involved in a project,

· what their information needs are,

· what communication method(s) are used for meeting those needs,

· how often the communication occurs, and 
· the person or group which provides the information.

The following matrix outlines the formal and informal communication needs and methods typically used in a project.  The project manager should update this matrix during the Plan stage to make sure that each role will receive the information that’s necessary for them to participate in the project.  More specific information needs for a specific person or group (e.g., a weekly update for the head of the Steering Committee) should also be noted.

The completed matrix should be used as a reference and circulated to the project team and Project Sponsor so that these key project communicators will have a common understanding of how communication will be managed in the project.   
Communications Matrix
Last Updated: <<DATE, TIME>>
	Stakeholder / Group
	Information Needs
	What 
	When
	From Whom

	Project Sponsor
	Project strategy
	Project kick-off meeting

	Plan phase
	Project Manager

	
	Project status
	Steering Committee meeting
Executive Status Report
	Monthly
	Project Manager

	
	Project status
	Face-to-face meeting
Phone

Email
	As needed
	Project Manager

	
	Project changes
(funder-driven)
	Phone

Email
	As needed
	Funder

	
	Project changes
(project-driven)
	Change request review meeting
	As needed
	Project Manager

	
	
	
	
	

	
	
	
	
	

	Project Manager
	Project strategy
	Face-to-face meeting

Phone

Email
	Propose and Plan phases
	Project Sponsor

	
	Project status
	Project meeting
	Weekly
	Project Team

	
	Project status
	Face-to-face meeting

Phone

Email
	As needed
	Project Team

	
	Project change
(funder-driven)
	Face-to-face meeting

Phone

Email
	As needed
	Project Sponsor

	
	Project change
(project-driven)
	N/A

(identified by Project Manager)
	N/A
	N/A

	
	
	
	
	

	
	
	
	
	

	Project Team
	Project strategy


	Project kick-off meeting

	Plan stage
	Project Manager

	
	Project status
	Project meeting

Project Status Report
	Weekly
	Project Manager

	
	Project status
	Face-to-face meeting

Phone

Email
	As needed
	Project Team

	
	Project change
(funder- or project-driven)
	Project meeting
Project Status Report
	As needed
	Project Manager

	
	
	
	
	

	
	
	
	
	

	Steering Committee
	Project strategy
	Project kick-off meeting

	Plan stage
	Project Manager

	
	Project status
	Steering Committee meeting

Executive Status Report
	Monthly
	Project Manager

	
	Project changes

(funder- or project-driven)
	Change request review meeting
	As needed
	Project Manager

	
	
	
	
	

	
	
	
	
	

	Advisory Committee
	Project strategy
	Project kick-off meeting

	Plan stage
	Project Manager

	
	Project changes

(funder- or project-driven)
	Change request review meeting
	As needed
	Project Manager

	
	
	
	
	

	
	
	
	
	

	Funder
	Project strategy
	Proposal
	Propose stage
	Project Sponsor/ Project Manager

	
	Project status
	Status Report
	As needed
	Project Manager

	
	Project changes

(project-driven)
	Face-to-face meeting

Phone

Email
	As needed
	Project Manager

	
	
	
	
	

	
	
	
	
	

	Other Individuals or Agencies
	Project strategy
	Face-to-face meeting

Phone

Email
	As needed
	Project Manager

	
	Project status
	Face-to-face meeting

Phone

Email
	As needed
	Project Manager

	
	Project changes

(project-driven)
	Face-to-face meeting

Phone

Email
	As needed
	Project Manager
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