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1. Communication Matrix
	Communication
	Audience
	Frequency
	Format
	Owner
	Timing
	Distribution

	Steering Committee
	Executive Leadership
	Monthly
	Meeting + Deck
	[Name]
	3rd Thursday
	Calendar Invite

	Weekly Status
	Program Team
	Weekly
	Email + Doc
	[Name]
	Every Friday
	Email

	Daily Standup
	Core Team
	Daily
	Meeting
	[Name]
	9:00 AM
	Teams

	Sprint Review
	Extended Team
	Bi-weekly
	Demo + Meeting
	[Name]
	End of Sprint
	Teams

	Go-Live Comms
	All Stakeholders
	Per Event
	Email
	[Name]
	T-7, T-1, T+1
	Email




2. Stakeholder Groups
	Stakeholder Group
	Key Interests
	Communication Needs
	Primary Contact
	Engagement Level

	Executive Sponsors
	ROI, timeline, risks, business value
	High-level summary
	[Name]
	High - Consult

	Business Users
	Impact to operations, training, timeline
	Detailed impact info
	[Name]
	High - Involve

	IT Operations
	Technical changes, support requirements
	Technical details
	[Name]
	High - Involve

	Data Stewards
	Data quality, governance, ownership
	Detailed DQ info
	[Name]
	High - Partner




3. Escalation Path
	Level
	Issue Type
	Escalation To
	Response Time
	Method

	Level 1
	Day-to-day issues, minor blockers
	Team Lead
	Same day
	Teams/Email

	Level 2
	Cross-team issues, resource conflicts
	Project Manager
	24 hours
	Meeting

	Level 3
	Scope/schedule/budget impact
	Program Director
	48 hours
	Meeting

	Level 4
	Strategic decisions, major risks
	Executive Sponsor
	1 week
	SteerCo
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