	[bookmark: _Toc445187930]Activity/message	Comment by Author: Use this template to create and track project communications. . The table lists potential messages needed for a project. The matrix provides an overview list, and each item links to the activity or message.

Update the document to meet the communication needs of the project, including replacing items within [brackets] with project-specific information, adjusting item details, adding additional communications activities or messages, and deleting items that are not applicable.

To link from the table to the message, highlight the text you want to link, in the Insert menu select Hyperlink, choose Place in this document, highlight the heading of the activity or message, hit Enter.

To delete this comment, select the Review menu, and click the Delete button in the Comments section.
	Date
	Complete?

	Project Kick Off
	[Date]
	

	Team Meeting
	[Date]
	

	Upcoming activities email to project team
	[Date]
	

	Status update email to project manager
	[Date]
	

	Status update to sponsor
	[Date]
	

	Sponsor Meeting
	[Date]
	

	Announcement of upcoming project
	[Date]
	

	Ongoing status announcement
	[Date]
	

	Change announcement
	[Date]
	

	Post change announcement
	[Date]
	

	Lunch & Learn: [Title] – 1st announcement (3-4 weeks before)
	[Date]
	

	Lunch & Learn: [Title] – 2nd announcement (2 weeks before)
	[Date]
	

	Lunch & Learn: [Title] – Day before
	[Date]
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Last updated: [Date]		Page 4 of 4
[bookmark: _Complete_updates_to][bookmark: _Employees_review_Newsline][bookmark: _Newsline_announcement_re:][bookmark: _ISO_9001_Going][bookmark: _Risk_management-_What’s][bookmark: _Why_you_should_1][bookmark: _Complete_updates_to_1][bookmark: _ISO_9001_applies][bookmark: _Email_to_Execs,][bookmark: _Newsline_announcement_re:_2][bookmark: _Key_Players_in][bookmark: _What_does_ORAU][bookmark: _Posters_–_3/15][bookmark: _ISO_is_important][bookmark: _Why_you_should][bookmark: _ISO_9001_success][bookmark: _Newsline_announcement_re:_5][bookmark: _Newsline_announcement_re:_6][bookmark: _Risk_management_–][bookmark: _Learn_from_Others][bookmark: _Newsline_announcement_re:_10][bookmark: _ISO_9001_Quiz][bookmark: _Newsline_announcement_re:_8][bookmark: _Risk_Summit_–][bookmark: _ISO_success_story_3][bookmark: _ORAU_is_ahead][bookmark: _ISO_9001:2015_registration][bookmark: _Newsline_announcement_re:_12][bookmark: _ISO_–_5/31][bookmark: _ISO_success_story][bookmark: _Risk_management_end][bookmark: _Org-specific_emails_–][bookmark: _Audit][bookmark: _Revisions_to_ORAU’s][bookmark: _Things_we_do:][bookmark: _Project_Kick_Off]Project Kick Off – [Date]
Include in the calendar invite:
Meeting attendees: 
[Name], [Name], [Name], [Name], [Name], [Name]
Text:
The [Project name] project will [do these things]. You’ve been selected for this project because [why/how members were selected]. The purpose of the kick-off meeting is to review plans, roles, and responsibilities.
[bookmark: _Team_Meeting_–]Team Meeting – [Date]	Comment by Author: Conduct team meetings weekly or at whatever interval fits project requirements.
Include in the calendar invite:
Meeting attendees: 
[Name], [Name], [Name], [Name], [Name], [Name]
Text: [Project name] project team meeting to discuss activities, action items, issues, and risks. Agenda available [link]
[bookmark: _Sponsor_Status_Report][bookmark: _Sponsor_Meeting_–][bookmark: _Announcement_of_upcoming][bookmark: _Upcoming_activities_email]Upcoming activities email to project team – [Date]	Comment by Author: Project manager should send these emails weekly or at whatever interval the team decides.
To: [Name], [Name], [Name], [Name], [Name], [Name]
From: [Project manager]
Subject: Upcoming activities for [Project name]
Text: I’m writing to remind you of the following upcoming activities for [Project name] 
	Activity
	Assigned to
	Due

	[Description of what needs to be done]
	[Team member name]
	[Date]


[bookmark: _Activity_update_email]Status update email to project manager – [Date]	Comment by Author: Team members should send status updates to the project manager weekly or at whatever interval the team decides.
To: [Project manager]
From: [Team member name]
Subject: Status update for [Project name]
Text:
	Assigned item
	Status update

	[description of activity you were assigned to complete]
	[what you’ve done]


[bookmark: _Status_update_email]Status update email to sponsor – [Date]	Comment by Author: The project manager should send status updates to the project sponsor weekly or at whatever interval they agree on.
To: [Project sponsor]
From: [Project manager]
Subject: Status update for [Project name]
Text:
Actions completed
·  
·  

Issues
· 
·  

Risks
· 
·  

[bookmark: _Sponsor_Meeting_–_1]Sponsor Meeting – [Date]	Comment by Author: Conduct sponsor meetings as needed based on agreement between sponsor and project manager.
Include in the calendar invite:
Meeting attendees: 
[Sponsor]
Text: [Project name] project sponsor meeting to review project status, issues, and risks. Agenda available [link]
[bookmark: _Announcement_of_upcoming_1]Announcement of upcoming project – [Date]
[Org unit] will be leading the [Project name] project to [do these things]. 
[bookmark: _Ongoing_status_announcement]Ongoing status announcement – [Date]
The [Project name] project has [done these things]. 
[bookmark: _Impact_announcement_–]Change announcement – [Date] 
[bookmark: _Change_announcement_–]The [Project name] project will: 
What: [Description of the change]
Who’s affected: [Org units, employees who…]
When: [Implementation date]
Contact: If you have questions, contact [Name]
[bookmark: _Post_change_announcement]Post change announcement – [Date]
The [change] resulting from [Project name] project was effective [Date]. 
What: [Description of the change]
Contact: If you have questions, contact [Name]
[bookmark: _Lunch_&_Learn:]Lunch & Learn: [Title] – 1st announcement (3-4 weeks before) – [Date]
Save the Date: [Date] Lunch & Learn [Title] 
All ORAU employees are invited to attend (in person or virtually) the [Title] Lunch & Learn.
When:  
Time: 
Where: 

[Name] will lead an interactive session that includes examples [whatever will be covered]. 

[Value the session provides]
[bookmark: _Lunch_&_Learn:_1]Lunch & Learn: [Title] – 2nd announcement (2 weeks before) – [Date]
Two Weeks until Lunch & Learn [Title] 
All ORAU employees are invited to attend (in person or virtually) the [Title] Lunch & Learn.
When:  
Time: 
Where: 

Bring your lunch to [Name]’s interactive session that includes examples [whatever will be covered]. 

[Value the session provides]
[bookmark: _Lunch_&_Learn:_2]Lunch & Learn: [Title] – Day before – [Date]
Tomorrow is the Lunch & Learn [Title] 
All ORAU employees are invited to attend (in person or virtually) the [Title] Lunch & Learn.
When:  
Time: 
Where: 

Bring your lunch to [Name]’s interactive session that includes examples [whatever will be covered]. 

[Value the session provides]

[bookmark: _Overview_of_services][bookmark: _QAWG_Trello_session_1][bookmark: _Flowchart_–_March]
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