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	Owner – Yard – Class Communication Matrix

	Free PM Templates & Documents for Shipyard Newbuild Projects  ·  Template communication protocol for a shipyard newbuild contract



	Project / Vessel Name
	[ Enter vessel name / hull no. ]

	Shipyard
	[ Enter yard name ]

	Owner
	[ Enter owner / operator ]

	Classification Society
	[ e.g. DNV / ABS / LR / BV ]

	Prepared By / Date
	[ Name ]  /  [ Date ]



This matrix defines who communicates what, to whom, how often and through which channel during the newbuild construction period. Adapt the representatives, frequencies and deadlines to your own contract and project communication plan. Rows involving the Classification Society only apply where a survey or certification action is required.

	Communication Item
	Frequency
	Yard Rep.
	Owner Rep.
	Class Rep.
	Channel / Method
	Key Deliverable
	Deadline / Trigger

	Weekly Progress Meeting
	Weekly
	Project Manager
	Owner's Site Rep.
	—
	In-person / video call
	Minutes of Meeting (MoM)
	Every Monday

	Monthly Progress Report
	Monthly
	Project Manager
	Owner's PM
	—
	Formal report (PDF)
	Progress report + updated schedule
	5th working day of month

	Design Review Meeting
	Per design package
	Design Manager
	Owner's Technical Rep.
	As required
	In-person / video call
	Approved drawing / review comments
	Per design review schedule

	Technical Query (TQ) / RFI
	As required
	Design Manager
	Owner's Technical Rep.
	—
	Email / document control system
	TQ response
	Within 5 working days

	Non-Conformance Report (NCR) Notification
	As raised
	QA/QC Manager
	Owner's QA Rep.
	Class Surveyor
	NCR form via document control
	NCR + corrective action plan
	Within 24 hours of discovery

	Hold Point / Witness Point Notification
	Per ITP
	Production Manager
	Owner's Site Rep.
	Class Surveyor
	Written notice (email / system)
	Inspection sign-off
	Min. 48 hours advance notice

	Class Survey Scheduling
	Per ITP milestones
	QA/QC Manager
	Copied for information
	Class Surveyor
	Email / class society portal
	Survey booking confirmation
	2 weeks in advance

	Variation Order / Change Request
	As required
	Project Manager
	Owner's PM
	—
	Formal change request form
	Approved VO with cost / schedule impact
	Per contract terms

	Milestone Completion Certificate
	At each milestone
	Project Manager
	Owner's Site Rep.
	Class Surveyor (where applicable)
	Signed certificate
	Milestone certificate
	Within 2 days of milestone

	Safety / Incident Notification
	Immediate, if incident
	HSE Manager
	Owner's Site Rep.
	—
	Phone + written report
	Incident report
	Immediate + 24h written follow-up

	Material / Equipment Delivery Notice
	Per delivery
	Procurement
	Owner's Site Rep. (for OFE)
	—
	Email / logistics system
	Delivery note / packing list
	3 days in advance

	Owner Site Visit / Inspection
	As requested
	Project Manager
	Owner's Representative
	—
	Scheduled visit
	Visit report
	1 week advance notice

	Sea Trial Notification & Program
	Before sea trials
	Project Manager
	Owner's Representative
	Class Surveyor
	Formal trial program document
	Trial program + attendee list
	3 weeks in advance

	Final Documentation Handover
	At delivery
	Project Manager
	Owner's Representative
	Class Surveyor
	Document package (physical + digital)
	As-built docs, manuals, certificates
	Before delivery date

	Dispute / Escalation Notice
	As required
	Project Mgr. / Yard Mgmt.
	Owner's PM / Management
	—
	Formal written notice
	Escalation letter
	Per contract dispute clause



	


This document is provided as a free template by project2-me.com for project-management reference purposes only. It does not constitute engineering, classification or legal advice. Adapt all bracketed fields, quantities and acceptance criteria to your own contract, classification society rules and shipyard procedures before use.
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