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<Template Overview and Instructions:

<The Communication Management Plan defines the processes required to ensure timely and appropriate generation, collection, distribution, storage, retrieval, and disposition of project information to the project team, stakeholders, Project Sponsor, and Executive Sponsor. This is a required deliverable of System Development Life Cycle (SDLC) Phase 3 Planning.  
This plan should be periodically updated during the project life cycle as new information requirements emerge.  Instructional text in this document is bracketed and has a grey background.  Other text may be used in your actual plan.  Please remove the instructions when the document is finalized.>
Purpose

The Communication Management Plan defines the processes required to ensure timely and appropriate identification, collection, distribution, storage, retrieval, and disposition of project information to the project team, stakeholders, Project Sponsor, and Executive Sponsor.  This plan includes:

· Identification of stakeholder communications requirements 

· Information collection sources and responsibilities

· Communication distribution channels
· Frequency and recipients of communication
· Assignments for information collection and distribution

· Guidelines for effective and efficient meetings

· Schedule of project team meetings 
· Storage, retrieval, and disposition methods
Stakeholder Communications Requirements

<Identify all stakeholder groups and the required communication items for each group.  The following sample table is useful for organizing stakeholder communication requirements.  The table includes sample text which should be replaced with project-specific communication item information.   Be sure to represent all relevant stakeholder groups in the table.>
	Stakeholder Group 
	Communication Items 
	Purpose 

	<Steering Committee>
	<Schedule updates, status reports, and change control logs>


	<Update agency management on project progress and issues.>
 <Provide project performance information (cost, schedule, and quality) and risk information for decision making purposes.>  
<Provide summary information regarding proposed project changes.>

	<Department of Information Technology (DoIT)> 
	<Quarterly project updates, SDLC artifacts>
	<Provide DoIT with information regarding project performance, cost, schedule, risk, and SDLC compliance.> 

	<Project Team>
	<Project Announcements>
	<Communicate new information about project status, activities, and issues.>


Information collection and Responsibility

<For each communication item included in Section 2, identify the data sources, how often the source data is collected, and from what team member.  Also, describe who is responsible for information dissemination.  It is usually advisable to have one person assigned to project communications dissemination so that communications items are reported on consistently.>
	 Communication Items 
	Data Sources (frequency of data collection)
	Dissemination Responsibility 

	<Schedule updates, status reports, and change control logs>


	· <Project team individual status reports (weekly from all team members)> 

· <Project schedule (Microsoft Project Plan) updates (weekly from Project Manager)> 
· <Verbal progress reports (weekly from all team members)>
· <Change control requests (as identified by the Project Manager)>
	<Named resource>

	<Quarterly project updates, SDLC artifacts>
	· <Project status reports (weekly from the Project Manager)

· <Project schedule (Microsoft Project Plan) updates (weekly from the Project Manager)> 
	<Named resource>

	<Project announcements>
	· <Project Manager (as needed)>
	<Named resource>


Distribution Channels

<Describe what distribution methods and tools will be used for communications distribution.  The table below includes sample language that should be customized for the project.  Add, modify, or delete items from the distribution channels table to accurately reflect planned distribution channels for the project.>
	Communication Item 
	Distribution Channel 

	<Schedule updates, status reports, and change control logs>
	· <Email> 

· <Collaboration Site> 

· <Group Status Meetings> 

	<Quarterly project updates, SDLC artifacts> 
	· <Email> 
· <Collaboration Site> 

	<Project announcements>
	· <Email> 

· <Collaboration Site> 

· <Instant Messaging>


Communications Schedule
The table below is a high-level schedule of project communication items.  This section differs from Section 2 in that it summarizes all recipients of each communication item and includes the planned frequency of distribution.
<The table below contains sample content only.  Delete or modify the existing content according to project needs.  Add more rows to the table as required.>
	Communication Item 
	Target Audience
	Frequency

	<Status Reports>
	<All stakeholders>
<Project Team>
	<Monthly> 

	<Project Repository>
	<All stakeholders>
<Project Team>
	<Throughout the project>

	<Project Announcements>
	<Project Team>
<All stakeholders (or select groups)>
	<Throughout the project>


Guidelines for Project communication meetings

<State the project’s defined guidelines for project meetings.  The following section includes sample language that may be used.>
Team members will adhere to the following guidelines to ensure effective and efficient meetings.

· The meeting facilitator will distribute the agenda no later than 24 hours prior to the meeting. 

· All inputs and pre-read information will be distributed in advance with the agenda.

· The agenda will contain the purpose of the meeting and topics for discussion. 

· All participants will arrive on time and be prepared to contribute to the topics detailed in the meeting agenda. 
· All cellular phones and electronic devices will be switched to silent mode during meetings.

· Only one person will speak at a time during meetings.

· Minutes, including action items, will be delivered within one business day after the meeting.

Project Meetings Schedule
The following table describes the type, frequency, purpose, and participants of project meetings.  
<The table below contains sample content only.  Delete or modify the existing content according to project needs.  Add more rows to the table as required.>
	Communication
	Target Audience
	Purpose
	Frequency

	<Project Kick-off Meeting>
	<All stakeholders>
	<Communicate the project plan, and confirm project roles and responsibilities.>
	<On the project start date>

	<Team Meeting>
	<Project team members>
	<Review detailed project schedule, tasks, assignments, issues, risks, and action items.>
	<Weekly>

	<Project Sponsor or Steering Committee Meeting>
	<Project Sponsor or Steering Committee>
	<Update the Project Sponsor or Steering Committee on the project status, budget, critical issues, and change requests.>
	<Monthly or as necessary to address significant project issues and/or decisions> 

	<Lessons Learned Meeting>
	<All stakeholders>
	<Capture lessons learned that may benefit future project work and/or other projects.> 
	<Upon completion of major project activities and during Post Implementation Review>

	<Portfolio Review Meeting>
	<DoIT>
	<Ensure mutual understanding of objectives.>

<Monitor the overall project plans and intended expenditures.>
<Improve analysis of cost, scope, and schedule.>

<Acknowledge successful completions.>

<Flag any anticipated issues.>

<Include the DoIT Project Management Office (PMO) Project Manager in project update meetings.>

<Report formally to DoIT PMO on project progress.>
	<Biannually (at minimum)>


Communications tools 

<Describe any special tools, such as online collaboration sites, instant messaging, etc. to be established and used by the project team to facilitate efficient communications.>
Storage, retrieval and disposition 


<Describe the methods to be used to organize, store, and retrieve project documentation.  Online project collaboration sites should be considered for real-time sharing of project information.  Also describe how, once the project is completed, project communications information will be reviewed, archived, and disposed of, if necessary.  Refer to the State Archive’s guidelines for storage, retrieval, and disposition for guidance.>  
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