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Document Control
Document Storage

Document title: 
yymmdd-XXXYYY-PM-ProjectBrief-v1-02.doc
Author:

Last Updated:
Created on 10/12/2007 6:50:00 PM
Last Saved by:

Version Control Log
	Version
	Author
	Description of Changes
	Date

	
	
	
	


Document Circulation
	Organisation
	Dept.
	Person
	Title

	
	
	
	


Copyright & Legal (example)
This report, prepared specifically for OnProject.net, is the intellectual property of IBID Communications.  It is protected by copyright and it is presented in circumstances of complete confidentiality.  It must not be given, reproduced, or disseminated, to any person, public authority, institution or organisation without the express consent of IBID Communications in writing.

In no event shall IBID Communications be liable to anyone for special, incidental, collateral, or consequential damages arising out of the use of this information.

Many designations used by manufacturers and sellers to distinguish their products are claimed as trademarks or other proprietary rights.  Where designations appear, and when the editorial staff were aware of a claim, the designations have been shown.  Other trademarks, registered trademarks, and service marks are the property of their respective owners.

Copyright (c) 2007 IBID Communications.  All rights reserved.
Originated in Australia.
About the Project/Programme
Brief outline of any background to the Project / (business / political) context. Include brief outline of rationale, who commissioned by, drivers etc. Where does the project fit within wider picture?

	Context
	Stakeholder
	Internal Environment

	· International

· Political

· Legal/Regulatory

· Economic

· Technological

· Socio-cultural
	· Competitors

· Customers

· Suppliers

· Strategic Allies

· Regulators


	· Owners

· Employees

· Board of Directors

· Culture




Stakeholder Analysis

Project Stakeholders

Stakeholder register

· Stakeholder #1

· Stakeholder #2

· Stakeholder #3

· Programme Management (SRO)
· Project Board

· Project Mgt Team

· Project Team Managers

· Project Team
Stakeholders Analysis
Stakeholders Salience
Power vs Interest (Simple)
	Stakeholder power / potential
	Low Stake/ Importance
	High Stake / Importance

	High Influence / Power
	Keep Satisfied

· Useful for decision and opinion formulation, brokering: mitigate impacts, defend against
	Manage Closely

· Most critical stakeholder group: collaborate with

	Low Influence / Power
	Monitor (minimal effort)

· Least priority stakeholder group: monitor or ignore
	Keep Informed

· Important stakeholder group, in need of empowerment: involve, build capacity and secure interests


Stakeholder Information Requirements
	Legend:
	Information Type

	A – As required / updated

D – Daily

W – Weekly

M – Monthly

B – Biannually
	Executive Reports
	Project Board Minutes
	Highlight Report
	Checkpoint Reports
	Project Newsletter
	Priority 1 issues
	Priority 1 Risks

	Stakeholder #1
	
	
	
	
	
	
	

	Stakeholder #2
	
	
	
	
	
	
	

	Stakeholder #3
	
	
	
	
	
	
	

	Programme Management
	
	
	
	
	
	
	

	Project Board
	
	
	
	
	
	
	

	Project Mgt Team
	
	
	
	
	
	
	

	Team #1 members
	
	
	
	
	
	
	

	Team #2 members
	
	
	
	
	
	
	

	Team #3 members
	
	
	
	
	
	
	


Communications Plan
Now its time to determine who gets what and when.  This final table will be the blue print for the communications activities for your project.
	Item
	Description
	Purpose
	Frequency
	Audience
	Responsibility
	Channel
	Distribution
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Annex A: Checklist for Stakeholder Identification
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ibid communications
Southern Cross Infrastructure Project
Head Office

Address 1
Address 2

Suburb/Town  State  Postcode

Country
To learn more visit 
www.domain.com
For more information on this document please contact the following Person.

First Name Surname
Project Manager
+61 xxx xxx xxx
me@domain.com
















































contents















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































