
Communication and Reporting Protocols
Outline
1. Purpose
Define the objectives and importance of clear communication and efficient reporting within the project or
organization.

2. Scope
Describe the teams, departments, or stakeholders to whom these protocols apply.

3. Communication Channels
1. Email
2. Instant Messaging
3. Project Management Tools
4. Meetings (In-person/Virtual)
5. Phone Calls
6. File Sharing Platforms

4. Frequency & Types of Communication
Daily Stand-ups
Weekly Progress Updates
Monthly Reports
Ad-hoc Announcements
Issue Escalation

5. Roles and Responsibilities
Project Manager: Oversee all communication and reporting activities.
Team Members: Provide regular status updates and report issues promptly.
Stakeholders: Review reports and provide feedback.

6. Reporting Structure
1. Standardized reporting templates
2. Defined submission deadlines
3. Clear approval workflow

7. Confidentiality and Data Security
Observe data protection protocols when sharing information
Limit access to reports to authorized personnel only

8. Review and Update Protocol
Specify regular intervals for reviewing and updating the communication and reporting protocols to maintain
relevance.

Important Notes
This document should be accessible to all relevant stakeholders.



Ensure protocols reflect the current structure and needs of the organization.
Review and revise protocols as the project or organization evolves.
Clear communication supports project success and stakeholder satisfaction.
Confidentiality and accuracy are critical when reporting information.
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