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Item #
PPM 

Section
Project Size

Owner of 
Communication Task

Communication 
Type

Communication Type 
Details

Attendance Frequency
Associated Template/ 

Documents
Elements of Communication

1 6 Initiation All Project Manager Meeting Project Scoping Project Team
Per each scoping 
phase

Design Assessment 
Checklist

Scoping Session to occur within 2 weeks 
of PM Assignment
PM to capture full intended scope of work 
from Client

2 9 Closeout Large Project Manager Meeting
Lessons Learned 
Workshop

Project 
stakeholders

1x per project (@ 
completion)

Project Lessons Learned Log

3 10
Schedule 
Management

All Project Manager Meeting
Project Schedule 
Meeting

Project 
stakeholders

As required Schedule Checklist

4 12 Risk Management All Project Manager Meeting
Risk Management 
Meeting

Project 
stakeholders

As required Risk Register

5 13
Project 
Communication

All Project Manager Meeting
Internal FP&C Staff 
Meeting


