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	Description
	Audience
	Purpose
	Responsible
	Media
	Timeline
	Estimated Cost

	Describe communication. (newsletter, project status, launch plan, meeting minutes, business changes) 
	List audiences affected by this project
	Quick hitters
	Person/ group who will be communicating
	List all media for communicating (written, email, oral, poster, brochure)
	Date of communication or frequency of communication
	Estimated cost of developing, printing, hosting, mailing, etc. 

	Team meetings
	Project Team
	Communicate issues, accomplishments, plans, etc.
	Project Team
	Meeting
	Weekly
	

	Meeting minutes
	Project Team, other attendees
	Summarize discussion, decisions, etc. from team meetings
	Project Manager
	Email
	Weekly
	

	Status reports
	EDS PMO, STK IT mgmt
	Summarize accomplishments, risks, issues, project status, etc.
	Project Manager
	Email
	Semi-weekly
	

	Staffing report
	EDS PMO
	Forecast resource utilization
	Project Manager
	Worksheet on shared drive
	Semi-weekly
	

	Contact owners of content and applications
	Web site owners and contacts
	Communicate project goal; enlist user assistance
	Project Manager, Web Apps
	Email, phone
	Throughout project 
	

	Help Desk notification
	Help Desk
	Inform the Help Desk of potential calls for support
	Project Manager
	Email
	Pre-deployment
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