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☐ Interview initial project contact(s) to determine key stakeholders 

☐ Gather additional stakeholder information from key stakeholders 

☐ Confirm that contact information is current and is the preferred method(s) 

☐ Include Cornell partners such as Cornell University Police (CUPD), CUPD Access 
Control Unit, Grounds, Transportation, Shops, and Authority Having Jurisdictions 
(AHJs) 

☐ Populate PCP (Project Communication Plan) Template with key information and 
reference the PCP Sample 

☐ Write a project narrative based on project scope, sequencing, impacts 

☐ Distribute the PCP to your project team and key stakeholders 

☐ Execute communications as per the plan 

☐ Review, update, and redistribute the PCP at each phase of the project 

☐ Track feedback on your communication plan for process improvement 

 

Pre-Design Phase 
Project Communication Plan Checklist 
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https://fcs.cornell.edu/sites/default/files/2023-06/Project%20Communication%20Plan_template.docx
https://app.e-builder.net/public/publicLanding.aspx?QS=5349c27c2dda46eea4a9377f96b89f2d
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