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	COMMUNICATION DESCRIPTION
	COMMUNICATION MEDIUM
	DELIVERY METHOD
	PURPOSE
	FREQUENCY
	RECEIVER OF COMMUNICATION

	Owner: PM
	 
	 
	 
	 
	 

	FAQs
	Team Portal
	Email link to portal
	To answer questions and keep project team up to date on frequently asked project questions
	Portal updated weekly
	Project Team

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Owner: PMO Manager
	 
	 
	 
	 
	 

	PMO Announcements
	Newsletter
	Email
	Keep project managers up to date on latest PMO standards and happenings
	Weekly
	Project Managers

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Owner: CFO
	 
	 
	 
	 
	 

	Budget Report
	PPT Presentation
	Meeting
	Reporting on and analyzing financial position
	Bi-weekly
	CEO, COO, PMO, PM, Key Stakeholders

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Owner: Other
	 
	 
	 
	 
	 

	Stakeholder update
	Newsletter
	Email
	Provide stakeholders with visibility
	Monthly
	Stakeholders
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DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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