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1. STAKEHOLDER COMMUNICATION REQUIREMENTS
Instructions:  List information to be distributed to keep all project stakeholders informed, time of distribution, intervals and method.

	Stakeholder Role
	Stakeholder Name(s)
	Stakeholder Information Requirements
	Timeframe/Frequency/Trigger

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





2. STATUS COMMUNICATION REQUIREMENTS
Instructions:  List meetings and reports required to meet stakeholder communication requirements.

	[bookmark: _Toc8543882]Type
	Target Audience
	Primary Message
	Vehicle for Distribution
	Frequency
	Responsible
	Feedback Mechanism

	Status meeting
	Core Project Team
	Discuss status, progress, planned activities, red flags, issues. Not a working meeting.
	Face-to-face meeting
	Weekly
	Project Manager
	During meeting or one-on-one with PM

	Weekly Status Report
	*DHS.PROJ. STATUS
	Provide overall status of the project: 
executive summary - describe status for the week and events over the week
milestones 
completed tasks
tasks to be completed
red flags - possible issues that may occur in future issues 
	Email
	Weekly
	Project Manager
	E-mail directed to PM; meeting with PM

	Monthly Status Report
	OKDHS Officers & Division Admins.
	Provide overall status of the project:
executive summary - describe status for the month and events over the month
completed milestones
issues
	Provide to PMO Director for distribution
	Monthly
	Project Manager
	E-mail or face-to-face with PMO Director

	Quarterly
Portfolio Report
	OKDHS Officers & Division Admins.
	Provide status of projects and programs:
financial status
program health
project relationships
strategic alignment with agency goals and objectives
cost/benefit analysis
	Provide to PMO Director for distribution
	Quarterly
	Portfolio Manager
	E-mail or face-to-face with PMO Director
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