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Communications 
 

 
 

1. Have you identified all the stakeholders of the project? 

2. Did you identify and document stakeholder communications requirements in 

terms of who, what, when, where, why, and how? 

3. Have you set up a communications infrastructure, e.g., wheel, linear, ring? 

4. Have you documented and distributed roles and responsibilities for 

communications? 

5. Did you calculate the number of communications channels to determine the 

degree of communication complexity? 

6. Are all the meetings (e.g., performance reviews, daily stand ups) been identified 

and scheduled as well as applicable notifications sent to attendees? 

7. Are stakeholders applying active and effective listening skills? 

8. Have you considered storage and archiving requirements? 

9. Are all the key formal or informal communication methods, e.g., presentations, e-

mails, been identified and captured, when necessary? 

10. Does everyone understand the difference between proprietary and non-proprietary 

data and information and how to handle both? 
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