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Communication Methods 
 

Martin Stevens Project Services and the partners with whom it regularly collaborates; focus their 
communication methodologies on mainly ‘electronic’ means. 

In practice this means e-mail and voice or video calls and conferencing, supplemented by formal 
meetings and workshops. 

Our ‘mix’ of communication methods, accordingly, comprises: 

q Face-to-face meetings and workshops 

q e-mail 

q Video conferencing (for example ‘Zoom’; ‘Skype’; ‘GoToMeeting’) 

q Telephone and voice conferencing 

q Secure FTP data repositories for information inter-change 

As part of the initiation stage of any assignment, we work with the combined client / consultant 
team in the preparation of a Communication Plan to inform and control the team’s conduct and 
the communication processes to be adopted throughout the project. 

The communication plan will not only record the contact details of each participant (‘phone, e-
mail, etc.) but also the point of contact should a particular colleague be unavailable or on leave).  
Importantly, the extended team’s sign-off of the plan meets obligations imposed by The 
European General Data Protection Regulations with respect to the holding, use and security of 
personal data.  This plan will set out: 

q What? i.e. what is to be communicated 

q Why? i.e. why particular recipients need that information 

q When? when the communication should be made 

q How? how (‘phone call, e-mail, ftp site etc.) the information is to be communicated 

The plan will also define arrangements for maintaining version control and status flags for each 
document type and will offer a series of templates to be adopted by the project team.  Where 
appropriate it will also define data standards to seek to ensure that drawings and similar 
‘production information’ are prepared in forms suitable for use in the client’s CAD; CAD FM and/or 
BIM systems. 

"Right Medium – Right Message" 
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