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First, define the purpose and approach based on the project scope and objective.
(what)

Second, conduct awareness sessions to stakeholders and who may concern, e.g.
impacted units/ employees, for better and faster communication.

Then, create stakeholder analysis to assign the right roles and responsibility to the
project team member and each will be expected to provide the proper communication
on time. (Who)

Along with that, map the schedule and the frequency with all actions and deliverables
for accurate reporting. (when)

During all of that, measure and report the performance as monitoring and controlling
to meet the deadlines. Moreover, keep generating and gathering information to
formalize the project completion. Also, in a weekly basis, circulate the status report of
the project to all stakeholders including the sponsor via appropriate tool and method
e.g., emails, meetings, etc. and since the timeline is tight, forcing mode is preferable

in case of conflicts.
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