Communication and Reporting Plan

Communications:

Project Manager will issue these reports:

· Status and Performance Reports (Monthly) (includes cost & schedule performance, trends and forecasts) 

· Project Progress Updates (Weekly) (includes work package completion narrative)

· Variance Reports  (as needed) (includes notices of variances of 5% or greater) 

· Change Requests (as needed) 

· Project Newsletter (monthly) (includes summaries of progress)

Project Manager will correct and reissue reports within 1 week of original publication date, as needed.

Project Manager will file copies of all reports and corrected reports in the Project Office.

Publication schedule and distribution list for each report is listed in matrix below.
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