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Communication Schedule

	Audience
	Reason
	Event
	Responsible
	Medium
	Timing
	Content

	Sponsor, PMO, Steering Committee 
	Keep informed of progress
	Weekly Report
	Project Manager
	Word document
	Weekly 
	Template available.  Milestones, Issues, Deliverables, Overdue Actions

	Team
	Ensure information is shared in the team
	Team Meetings
	Project Manager
	Meeting
	Weekly
	Where we are up to, forward plans, any issues, new risks, concerns, staff movements

	Branch Users
	Keep informed of progress
	Branch Meetings
	Sponsor
	Presentation
	Monthly
	What are we doing and how does it impact staff

	
	
	Newsletters
	Project Manager
	Email
	Fortnightly
	Progress and ad hoc items such as changes that will occur, benefits of the new system
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