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Communication Method Medium Frequency Audience

Project Weekly Status . Microsoft Present project deliverables, gather feedback, discuss .
M Weekl BA/PM P T
Update eeting Teams eexly next steps and share weekly status update / roject Team
. . . . Sh itt ject stat ith k S +
Project Status Email Update  Email Outlook Bi-weekly arg wn .en PLelEe .a = CIHEL R . =V - BA/PM ponsor
metrics, milestones achieved, and upcoming activities Stakeholders
Steeri.ng Committee Meeting Microsoft Monthly Present project prc.>gress to I.eader.s.hip, escalate risks BA/PM SPonsor + Dept.
Meeting Teams and blockers, obtain strategic decisions and approvals Directors
. . . Microsoft . Demonstrate completed functionality to stakeholders, Project Team +
S tD R Meet Bi- kl . . . BA/PM
oI D/ Revis:s eeting Teams rweekly gather feedback, and validate requirements alignment / Stakeholders
As needed . . . .
. . . . Review and validate functional requirements, use
Requirements Review . Microsoft (during . . BA + Tech Lead +
. Meeting ? cases, and reference catalogs with subject matter BA
Session Teams Analysis SMEs
experts
phase)
UAT Kick-off and Progress Meetin Microsoft Daily (during Coordinate UAT execution, track test progress, discuss BA Project Team + End
Updates & Teams UAT phase) defects and blockers with testers Users
Tralln.mg §e55|on Ermail Outlook As. scheduled Communlcate tral.nlng schedule, .m.aterlals., an.d BA/PM Training Team + End
Notifications (Pilot phase) logistics to patrol inspectors participating in pilot Users
. . Sh dated risk regist di I ith t Project T +
Risk and Issue Log Update Email Outlook Weekly s regls.e.rar’! |ssue? Pl R L BA/PM roject feam
statuses, owners, and mitigation actions Sponsor
" . i ) b . .
Go-Live R.ead.mess Emall. Outlook / Once. (before Confirm go-live readiness, communicate deployment BA/PM All Stakeholders
Communication Meeting Teams Go-Live) plan, support contacts, and rollback procedures
. A hat ked and what did not k, di .
Post-Mortem / Lessons . Microsoft Once (end of ss.ess LIECLIRILEt el it lle s tioils CekD Project Team +
Meeting . actionable takeaways, document lessons learned for BA/PM
Learned Teams project) Stakeholders

future projects
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