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Introduction to Stakeholder Communication
Effective stakeholder communication drives project success.

DEFINITION

Stakeholder communication involves sharing information with individuals or groups affected by a project. It ensures
everyone is informed, engaged, and aligned with project goals.

KEY CONCEPTS

Stakeholders

Stakeholders are individuals or groups with an interest in the
project's outcome, such as clients, team members, and
sponsors.

Communication Channels

These are the methods used to convey information, including
emails, meetings, reports, and presentations.

Feedback Mechanisms

Feedback mechanisms allow stakeholders to provide input and
express concerns, ensuring their voices are heard.

Regular Updates

Providing regular updates keeps stakeholders informed about
project progress and any changes, fostering transparency.

Tailored Messaging

Messages should be tailored to the audience's needs and
interests, enhancing understanding and engagement.

EXAMPLES

→ Sending weekly project status emails
to all stakeholders.
→ Holding monthly review meetings to
discuss project milestones.
→ Creating a project dashboard
accessible to stakeholders for real-time
updates.

MEMORY TIPS

★ Use the acronym 'SAFE' - Stakeholders,
Access, Feedback, Engagement.
★ Remember 'T.E.A.M.' for Tailored
messaging, Engagement, Active listening,
and Maintaining relationships.
★ Visualize a communication tree
branching out to different stakeholders.

COMMON MISTAKES

✗ Neglecting to identify all relevant
stakeholders.
✗ Overloading stakeholders with too
much information at once.
✗ Failing to follow up on stakeholder
feedback.

QUICK RECAP

Stakeholder communication is vital for project success, involving clear and consistent information sharing. Focus on
understanding stakeholder needs and maintaining open lines of communication to ensure alignment and engagement.
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