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The Communications Matrix is a tool for managing major, recurring communications.

DURATION/
LENGTH

FREQUENCY/
TIMING

Who? Why and What? How? How long? When? Who?

Identify the key 
stakeholder-groups to 

communicate with 
(e.g. managers, 

employees, select 
departments).

What is the objective in 
communicating with each stakeholder-

group? Is it to gather input, share 
information, discuss a topic, get 
feedback, reach a decision, gain 

support? What is the content that will 
be addressed?

What is the most effective 
medium for accomplishing 
the objective? Is it a face-

to-face meeting, web 
meeting, phone call, 

newsletter, video, email, 
blog?

How long 
should the 

communication 
take? If copy is 
being produced, 
how long should 

it be?

How often should 
the recurring 

communication 
happen? And 

when?

Once you and your team have completed the Communications Matrix, review it to make sure the needs of each stakeholder group have been well met. The 
execution and effectiveness of each communications line-item should be regularly reviewed at management or team update meetings.

COMMUNICATIONS MATRIX: HOW TO USE THIS TOOL

STAKEHOLDER OBJECTIVE MEDIUM RESPONSIBILITY

Who is responsible for 
ensuring the 

communication 
happens in a timely and 

effective way?
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The Communications Matrix is a tool for managing major, recurring communications.

DURATION/
LENGTH

FREQUENCY/
TIMING

Who? Why and What? How? How long? When? Who?

All managers (not 
CEO and VPs)

Present the draft company strategy and get 
feedback and reactions.

Managers' Meeting 90 minutes
Annually - 
November CEO & VPs

All employees
Communicate and get feedback and 
reactions to the company's overall 

strategy. Create focus. Build morale.
All-Company Meeting 4 hours Annually - 

January CEO & VPs

All managers In-person meeting at each 
facility

30 minutes Quarterly Each VP

Employees at each 
facility

In-person meeting at each 
facility 15 minutes Quarterly Each facility manager

Employees in each 
department

Provide a progress update on the 
company strategies.

In-person department 
meetings

5 minutes Monthly Each department 
manager

All employees Recognize strategy team members for key 
milestones and successes achieved.

Newsletter column 1 column Monthly Manager, 
Communications

All employees Have strategy team members talk about 
what their team has done and accomplished.

Video newsletter 5 minutes Monthly Manager, 
Communications

OBJECTIVE MEDIUM RESPONSIBILITY

Provide a progress update on the 
company strategies. Facilitate 

discussion and solicit questions and 
comments.

Provide a progress update on the 
company strategies. Facilitate 

discussion and solicit questions and 
comments.

STAKEHOLDER

COMMUNICATIONS MATRIX
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