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Note: All columns and rows of the template must be complete. Include information for internal and external stakeholders.
	Document
	Author or Originator
	Required Date or Frequency
	Key Internal/ External
Stakeholders
	Action Required
(I,C,A)
	Comments

	Project Initiation Plan
	Project Team
	During the Project Kick-off meeting
	Project Sponsor, Project Team, Project Manager, Employees
	Informing
	Initiation plan informs the stakeholders about the intended project, resources needed, cost projections, constraints, deliverables and stakeholders analysis. It gives the stakeholders a glimpse of the project  

	Project Charter
	Project Manager/Project Team
	During the Project Kick-off meeting
	Project Sponsor, Project Team, Project Manager, Employees, Potential Vendors, Regulatory Authorities
	Informing Review, comments, and Approval
	When approved, the project charter authorizes the project and gives the project manager mandate to engage resources in the commencement of the project. 

	Progress status reports
	Project manager
	Weekly
	Project manager, the project team
	informing
	These reports can be issued weekly, daily or monthly and serve the purpose of informing the stakeholders of the progress of the project

	Minutes
	Project Team leader
	After every meeting
	Stakeholders in the previous  meeting
	informing
	They provide a recap on what was discussed in the previous meeting.

	Agenda 
	Project Manager
	Prior to every meeting
	Stakeholders invited to the meeting
	informing
	They inform the parties to the meeting of what is expected to be discussed in the meeting

	Actual Deliverables 
	Project team leaders submitted to project manager
	During major meetings
	Project Sponsor, Project Team, Project Manager, Employees
	Informing, review, and comments
	They inform the stakeholders of the progress and performance of the project to invite them for discussions, review, and comments

	Project Budget
	Team Members/project manager
	Kick-off minute
	Project Sponsor, Project Team, Project Manager, Employees
	Informing Review, comments, and Approval
	It informs the stakeholders of the projected expenditure and funding for the project

	Schedule reports
	Project manager
	Kick-off minute
	Project Sponsor, Project Team, Project Manager, Employees
	informing
	It informs the stakeholders of the project schedule

	Risk reports
	Project manager
	Weekly
	Project Sponsor, Project Team, Project Manager, Employees, Potential Vendors, Regulatory Authorities
	Informing, review, and comments
	It informs the stakeholders of the risks that the project faces.

	Project closure and handover report
	Project manager
	Project closure meeting
	Project contractors, project manager, project teams, employees among others
	Informing Review, comments, and Approval
	These reports give a detailed explanation of the project life cycle and its closure. It also details the process of handing over the project to the organization for independent management.


Key: I: Information only; C: For review and comments; A: For review and approval
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