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1 Introduction
      A good CP will act as a binding agreement. When we tell people we're going to do something, having a communication plan or commitment in writing will force us to carry through with our efforts and we will have given others the opportunity to provide us with input. It assures that you will take advantage of all opportunities, including on-going implementation, helps keep communication focused and helps prevent unwanted surprises.
     Our communication plan is meant to be ready for running our coffee shop well now and forever. We are going to be very specific in details of its contents. 
2 List of Steering Committee and Stakeholder Groups and Members

	Stakeholder Group Name
	Description
	Members

	Steering committee
	The Steering Committee is a group of individuals responsible for general operating policy, procedures, and related matters affecting the FIRST as a whole.
	Derrick Scholl, 

Ken Chan,

Chris Gibson, 

Scott Mclntyre

Tom Mullen, 

Arnold Yoon, 

Erin River

	collaborative group
	Collaborative stakeholder involvement is a very sophisticated form of participation and requires significant preparation, care in selection of participants, use of a trained facilitator, and time and patience.
	Todd Smith
Hind  

Fangqin Li

	Secretariat group 
	The Secretariat provides a general contact point for Managers. They also maintain the membership database, provide general guidance for (potential) members, serve as an administrative point for managers and maintain the managers Internet services, notably web and e-mail.
	David Mortman
Don Cook

Jim Duncan

John King

Mark Lidz

James Lion



	End user group
	End user group is the group of persons who will ultimately operate a piece of software (i.e. the expected user or target-user).
	Shaun Huston
Haley 

Tristan

Grace

Dylan

Andrew

Elizabeth

Sophia

	Sponsor Group
	The SG is the group of people who is offering their financial support. They are unpaid, but have rights to supervise the project and the HR. 
	Kim Thomperson
Amanda Client

Julie Whitely

Casey Sue

Norris Lee

Ella Wang

Wen Cheng



	Marketing Investigation Group
	The MIG is the group of persons who has a responsibility of investigating the product’s demand in a certain market, including define business and product offerings, provide the expert advice to promote business, increase brand awareness fir a “full circle” marketing approach, and increase advertising ROI(Return on Investment) and brand business
	Jake
Alexis

Jason

Sienna

Wyatt 

Carly

Blak

Sean

Brooke

Bianca


3 Formal Communication Schedule/Plan

	Communication
	Content
	 Objective
	Owner
	Audience
	Method
	Frequency / Date

	Status reports
	To report the status of the project, how far it is, what the quality is, how many days left, what it is finished
	A project is finished by a certain day, a project has a good quality, a project is not over budged,

A project is 


	manager
	Top managers
	Presentation
	Once a month


	Project meetings
	A meeting is to discuss how to improve a project, to set up a project plan, to prepare and implement assignments. 
	Project is improved, project is finished before deadline, project is ready to be tested
	manager
	Group members
	Group meeting
	Once a week

	User training
	A training meeting is to decide how many people are to be trained,  which department is obliged to train them, how long they are going to be trained, and what skills that they will achieve, and what position they will get after training. 
	Employee achieves certain skills, employee is able to do a job, employee can handle the job, employee can deal with some emergency. 
	manager
	Employees
	Discussion
	Anytime if it is necessary 


4 Informal Communication Plan

	Issue
	Description
	Action
	Owner (escalate to)
	Audience
	Method
	Timeline

	Group discussion
	The discussion meeting is to discuss how to finish the project, to see how far everyone is, to throw out the ideas, to help guide each other, to solve the problem, and to make solutions. 
	Discuss
	Group leader
	Other group members
	Talking to people, face to face communication
	Anytime

	Conversations
	This is to organize a team get together outside the office so you can meet them socially as a group
	Communicate, explain, get to know team members 
	Manager
	Team members or stakeholders
	Talking , explaining, communication
	During coffee break or working lunch


5 Communication Rules
1. There are many slips between the other person's ears and your lips.
2. People are not mind readers

3. Feel a genuinely liking for the people with whom you are communicating
4. The rule of listening. The more closely you listen to others, the more effective you would be in communicating your ideas to them according to their frame of reference. 
5. The spoken word is but a small component of communication. 

6. Keep your communication pure and simple.

7. The rule of repetition. 

8. Check.  Ensure the accuracy and comprehension of your message. 

9. Review. 

10. Walk your talk.
11. Manage your project by walking around and talking to people.

12. Get to know your team members and other stakeholders socially.

13. Demonstrate a genuine commitment to support the team when things get difficult.
14. Don't ask the team to do anything you aren't prepared to do yourself.
15. Never say "No" (even when saying so).
16. Start a project forum or blog.
17. Avoid blaming people publicly for problems
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