
ITMA XII

Professional Development for 

Technology Personnel Project

COMMUNICATION PLAN 

[image: image1.png]



Prepared By:

Information Technology

Managers Academy XII

Approval

	
	
	

	Mike Howland, Class Sponsor & Project Sponsor 
	
	Date

	Class Manager signed on 01/20/05
	
	

	Melody Hayes, Class Manager 
	
	Date

	Class Manager signed on 01/19/05
	
	

	Larry Smith, Class Manager
	
	Date

	Class Manager signed on 01/20/05
	
	

	Christy Quinlan, Class Manager
	
	Date

	
	
	

	Fei Collier, Project Manager
	
	Date

	
	
	

	Cheryl Dobbins, Project Manager
	
	Date


The hard copy of the document containing the original signatures is filed with the Project Managers.

	Rev.  #
	Revision History – Description of Changes
	Date

	1.0
	Draft Communication Plan
	12/11/04

	1.1
	Draft Communication Plan
	12/15/04

	1.2
	Draft Communication Plan
	12/22/04

	1.3
	Draft Communication Plan – prepared by Project Managers in preparation for presentation to Class Managers
	12/26/04

	1.4
	Final Project Communication Plan – updated w/ PM Executive Council’s input and prepared for presentation to Class Managers
	01/02/05

	1.5
	Final Project Communication Plan – updated with Class Manager’s input
	01/18/05

	2.0
	Baseline Project Communication Plan – updated with Mike Howland’s input
	02/04/05

	
	
	


Table of Contents

51
Communication Plan Overview


51.1
Purpose


61.2
Objectives


71.3
Benefits


71.4
Critical Success Factors


81.5
Assumptions


92
Types of Communications


92.1
Coordination Conversations


92.2
Project Assistance


92.3
Formal Communications


92.4
Project Management Level of Communications


102.5
Status Reporting


113
Information Management


113.1
Communication Tracking


113.2
Communication Storage


113.3
Changes to Communications


133.4
Communications/Category Matrix


163.5
Information Tools


18Appendix A:  Project Status Report Templates





1 Communication Plan Overview

1.1 Purpose

A formal communication procedure was developed for the Professional Development for Technology Personnel Project to ensure that project stakeholders and team members are kept informed about activities related to accomplishing the goals of the project.  

In developing a formal communications plan, the following should be understood to determine the specific task assignments and schedule for communications: the current and desired situation and environment, the stakeholders involved, information needs (message, frequency, messenger, etc.,) and the most effective communications media. Therefore, this communication plan strives to identify the above to most appropriately address information needs. The plan then details a specific and realistic approach to delivering appropriate messages in a timely fashion to all stakeholders. 

The Project Management Institute (PMI) defines communication management through four core processes:

· Communication planning determines who needs the project-related information, what information is needed, when the information is needed, and how it will be provided.

· Information distribution concentrates on making the information available in a timely manner.
· Performance reporting focuses on collecting and disseminating status reports, progress measurement, and forecasts/trends.

· Administrative closure focuses on activities related to the project’s completion.

ITMA XII is committed to comprehensive and timely communication with project staff and stakeholders. This Communication Reporting Plan (the Plan) provides a framework for the exchange of relevant project information within and outside the project, focusing on formal communication elements.

In addition to the formal communication channels, other communication channels exist on informal levels and enhance those discussed within this Plan. This Plan is not intended to limit, but to enhance communication practices. Open, ongoing communication between stakeholders is important to the success of the Project.

1.2 Objectives

Objectives of the Communication Reporting Plan include:

· To inform internal and external stakeholders:

· Provide stakeholders with timely, factual, and appropriate information about the project schedule and deliverables. 

· Communicate with stakeholders in ways that directly respond to their information needs.

· Formalize a process that will allow the Project Team to provide project information, strategy, and status updates to interested and affected parties, as the project evolves.

· Document achievements as well as barriers.

· Increase acceptance of the project through open, honest communication regarding the status of the project.

· To enlist the participation of stakeholders:

· Clearly communicate the benefits and challenges that the project will present and the stakeholders’ roles in making it successful.

· Acknowledge the importance of stakeholders’ involvement in and contribution to a successful implementation.

· Strengthen project partnerships across project subgroups

· To prevent misdirected communication and to curb rumors:

· Clarify the roles and responsibilities of various project partners in decision-making, project activities, and communication.

· Manage stakeholders’ perceptions and expectations of the project requirements and outcomes.

· Reduce fear, uncertainty, and rumors through comprehensive, timely and accurate communication.

· To obtain feedback from stakeholders:

· Develop a mechanism through which project team members and other stakeholders can provide feedback, communicate concerns, and discuss issues relating to the project objectives.

· Provide a forum for and encourage two-way communication.

· Evaluate, direct, and escalate issues to appropriate arenas for resolution.

1.3 Benefits

The following are expected benefits of the Professional Development for Technology Personnel Project Communication Plan:


Acceptance of change through open, honest education regarding the status of project deliverables


Communications that respond directly to stakeholder information needs and identify and relay roles and responsibilities


Development of a vehicle to identify and track resolution of issues related to any part of the Project


Celebration of the successes as well as an enhanced understanding of the challenges and the opportunities


Increased effectiveness of the execution of the Professional Development for Technical Personnel Project Plan


Increased team building and team effectiveness
1.4 Critical Success Factors

The following factors are critical to the success of project communication:

· Awareness

Communication about the project must occur. If stakeholders are not informed of the Project objectives, constraints, and outcomes, they will not be prepared for the changes nor will they understand or support the changes they observe and experience.

· Content

Communication must be relevant, meaningful and at an appropriate level of detail for the target audience. The message should convey realistic expectations by dealing openly with the impact of change. Communication strategies should also be based on stakeholders’ needs and feedback.

· Timeliness

Information must be shared in a timely manner to allow stakeholders opportunities to process project-related information and to react. 

· Communication Flow

In order to curb misinformation and rumors, official project communication will flow through formal communication channels as described in this Plan.

· Format and Media

All communication must be developed and delivered in a format that is efficient, understandable, and easily accessible. As much as possible, existing communication vehicles should be used.

· Meeting Process Flow

Meeting agendas will be distributed 24 hours prior to each meeting.  A meeting note taker will be assigned at each meeting, if needed.  He/She will be responsible for distribution of the meeting notes within three days of the meeting.  The note taker will also be responsible for updating the Action Log and distribute it with the meeting notes.

· Approval Process Flow

Class Managers approval will be based upon majority rule.  Two of the three Class Managers will constitute approval.  Non-response is considered approval by the reviewers.  All deliverables disseminated for review and approval will contain a deadline date.  If the date arrives and no comments are received, the deliverable will be approved as is.

1.5 Assumptions

The successful execution of the Professional Development for Technology Personnel Project Communication Plan is dependent upon the following assumptions:


Cooperative participation of Project sponsors and class managers in ongoing communications throughout the duration of the Project.


Active, timely participation and cooperation from all stakeholders and ITMA XII members.


Adequate administrative support for the development, production, and distribution of communications.


The receipt of timely feedback from document reviewers regarding the approach, development, and delivery of all messages.

2 Types of Communications

Informal Communications

Informal communications are those communications that occur on an ad-hoc (unscheduled) basis. The following are the typical communications in which the Project Managers participate.

2.1 Coordination Conversations

There are frequent ad-hoc conversations related to coordinating activities and reporting interim status between Sponsor, the Project Managers, project staff, and the Class Managers. These conversations occur as needed, and do not generally generate meeting minutes or action items. 

2.2 Project Assistance

Staff may contact the Project Managers at any time to request information or assistance related to Project best practices, work products, or clarification of previously disseminated information.  The Project Managers or designee will work with requestors to ensure that desired information is received and understood, providing additional information or follow-up, as appropriate. This type of communication may occur via e-mail, phone, or in person. 

2.3 Formal Communications

The following are the regularly scheduled communications in which the Project Managers and appropriate project staff participates. 

2.4 Project Management Level of Communications

The Project Managers and the Executive Council have conference calls scheduled on Fridays at 9:30 a.m., if needed.  Additionally, the Executive Council and the Project Managers will meet as needed.

2.5 Status Reporting

Project Meetings and Status Reports

Initially, the project team participated in regular meetings (or more frequently as needed) with the sub-workgroups and Project Managers. Meetings were conducted informally to identify issues, risks, bottom up tasks and schedule estimates, and quality standards to evolve the Project Management Plan detail.  

Team Leads complete a written project status report that is sent to the Project Managers by close of business each Friday.  Refer to Appendix A – Status Report Templates for a sample format.
Meeting minutes are scribed and include accomplishments, action items, issues, and risks. These meeting minutes are distributed to the Project Team via email for review. The meeting minutes and agendas are stored in the project library. 

Status Reports to Class Managers and Project Sponsors
Project Managers and/or designated representatives will meet with the Class Managers and the Project Sponsors when the Project Team has completed a project deliverable.  The Project Managers or the representatives will schedule the meeting.  The optimal scenario will be to all of the Class Managers and the Project Sponsors at the same time.  However, in the event of scheduling conflicts, the Project Managers/designated representatives will find alternative methods to present the deliverable and obtain feedback.  All deliverables will be submitted in advance to the sponsors for review and comments.  A copy of each deliverable is stored in the ITMA XII Class’ website.  
Project Managers will be using the “Project Status Report” located in Appendix A on a bi-weekly basis to communicate with the Class Managers and Project Sponsors.   The status reports will contain progress of  each deliverable.
3 Information Management

3.1 Communication Tracking

Action items, issues, risks and outstanding issues are documented in meeting minutes and discussed at each meeting. At this time, there is no formal roll-up of all the items into a single tracking system. 

3.2 Communication Storage

All documents are stored in the project library on the ITMA XII website.  The library is not a true management system so version control is maintained manually in the document nomenclature and date. For more information see one of the Document Management Team members. 

3.3 Changes to Communications

Changes to the Communications Process

Any changes to the process of communication will be discussed and agreed upon between the Project Managers. Usually, changes are minor and involve only a change to the reviewers’ or receivers’ list.  If the process changes are significant, the Executive Council will determine if the Communication Plan needs to be updated based on the process change and will determine a due date for the updates. Decisions and due dates are recorded in the meeting minutes. 

Changes to Communication Content

If there are significant changes (non-typographical) to the content of a formal communication, the document would be updated and follow the document approval processes described in the detailed Document Management Plan and labeled with the appropriate version control.

Draft documents are always marked as such, and most reports, plans and processes include a revision page indicating when changes were made and why.

Communication Formats 

Most communications are transmitted via E-mail as document attachments. The Project uses the MS Office Suite of tools for document creation and Adobe Acrobat for packaging documents that are in final version form and should not be modified. 

Refer to the following table – Communications/Category Matrix for detailed information on the types of project communications.

In addition, the ITMA XII website contains information regarding the class and the project.  Internal and External Stakeholders will be able to utilize the website, at www.itmaxii @ca.gov,  to discover and /or obtain progress information.

3.4 Communications/Category Matrix

	Type of Information/ Purpose
	Recipient/ Participants
	Type
	Frequency
	Transmittal Method
	Storage Location
	Source of Information
	Responsibility


	ITMA Web Site
	Internal & External Stakeholders (including class sponsors, IT Council)
	Web Site
	As Needed
	E-mail
	www.itmaxii.ca.gov
	Project & Class information
	ITMA XII’s Web Team (C, M)

	General Project Information
	External Stakeholders
	Meetings
	As Needed
	E-mail
	ITMA Web Site
	HR Committee Reps. And/or Projects Managers
	HR Committee Reps. (C, D, M)

Project Managers (C, D, M)



	Project Weekly Status Report
	Project Managers
	E-mail
	Weekly
	E-mail
	ITMA Web Site
	Team Members
	Team Leads

	Project Deliverables
	See Work plan (WBS)
	E-mail

Hardcopy
	Per Project Schedule
	E-mail
	ITMA Web Site
	Project Lead/Project Manager
	Project Leads/Project Managers (C, D, M)



	Project Calendar
	Project Managers
	Calendar of Events
	As Needed
	E-mail
	ITMA Web Site
	Project Managers
	Project Managers

(C, D, M)

	Project Schedule
	Project Managers


	WBS
	Weekly,

As Needed
	E-mail
	ITMA Web Site
	Project Team
	Project Managers (C, D, M)

	Risk/Issue Assessments / Risk/Issue Management
	Issue Controller, Project Managers, Team Leads
	Risk/Issue Report
	As Needed
	E-mail
	Risk/Issue Database

Remedy
	Project Team

Risk/Issue Database
	Risk/Issue Controller (C, D, M)

	Project Issues
	Project Managers
	Report

Issue Paper
	As Needed
	E-mail
	ITMA Web Site
	Project Team
	Team Members (C) Project Managers (D, M)


 C – Responsible for Creation; D – Responsible for Dissemination; M – Responsible for Maintenance of the Information

3.5 Information Tools

The following tools are used for communication creation, transmission and storage. 

Tool Versions

	Tool
	Version
	Purpose

	Adobe Acrobat
	6.0
	Packaging and Viewing Documents

	ITMA XII Web Site
	
	Primary access to Project documents 

	MS Office 

(Word, Excel, PowerPoint)
	2000 
	Documents, Spreadsheets, Presentations, Issues Log

	E-mail
	2000
	E-mail 

	MS Project
	2000
	Work Planning, WBS

	MS Visio
	2000
	Graphs, etc.

	Remedy
	6.0.1
	Risk Database


Project Library

The ITMA XII web Site is the project library for all Project artifacts. The library contains documented processes, draft project documents under review, and final versions of all accepted project deliverables from project staff. The library is updated when materials become available.

The primary purpose of the library is to provide a project archive for the final deliverables from the Project.

Information Distribution

The Project Managers facilitate a variety of meetings composed of staff at various levels. Although representatives are chosen to participate based on their experience and current job profile, often the information need extends beyond the participants. It is assumed that each project representative will share the information learned at the meetings with the other interested parties as appropriate. 
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Appendix A:  Project Status Report Templates

	
	PROJECT STATUS  REPORT
(used by Project Managers & Team Leads)

	Name:


	Page        of 

	Project Name:  
	Date:

	Project Manager:  
	Report Period Ending:


Accomplished (this period):

Planned but Not Accomplished (this period):

Work Completed but Not Planned (this period):

Objectives (next period):

Problems/Warnings: 



Decisions Needed:

� EMBED MSPhotoEd.3  ���





� EMBED MSPhotoEd.3  ���








� C – Responsible for Creation; D – Responsible for Dissemination; M – Responsible for Maintenance of the Information
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