Project Management Checklist for Stakeholder Communication

Effective project management checklist for stakeholder communication ensures clear, consistent, and timely updates throughout the project
litecycle. It helps identify key commumnication milestones, responsible parties, and preferred channels to foster transparency and collaboration.
Utilizing this checklist improves stakeholder engagement and project success.

Stakeholder Communication Checklist

Identify all project stakeholders and their commumnication needs.

Define stakeholder roles and responsibilities.

Establish key communication milestones (kickoff, status updates, reviews).
Determine appropriate communication channels (email, meetings, reports, dashboards).
Assign communication responsibilities to team members.

Set communication frequency (weekly, monthly, as needed).

Prepare regular project status updates and summaries.

Capture stakeholder feedback and address concerns promptly.

Documment all communications for future reference.

Adjust communication methods based on stakeholder feedback and project changes.
Conduct post-project communication to review outcomes and lessons learned.
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