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Communication Plan Guide
Project charter cont.
	What modes of communication are available to the clinic?

	☐ Email
☐ Phone
☐ Poster
	☐ Clinic-wide meeting
☐ Stand-up meeting
☐ Other
     If other, please list: 

	
	

	Who will be in charge of the communication plan? (Crafting, distributing, organizing meetings, etc.)

	[bookmark: _GoBack]

	
	

	How frequently will messages be sent/updated?

	☐ Daily
☐ Weekly
	☐ Monthly
☐ Whenever new information is available

	
	

	What is the key message? NB. Message should be transparent, simple, and relevant to stakeholders.

	

	
	

	Who needs to receive this message?

	

	
	

	How will feedback be collected and who will be responsible for feedback collection?
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