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1. Introduction

1.1 Purpose

The purpose of the Communication Plan is to capture ‘how’ communications will be managed throughout the project life cycle. 
The Communication Plan describes the planned and periodic communications occurring between all the <Project Name> Project stakeholders such as the <Project Name> Project Team, project sponsors, Office of Systems Integration (OSI) executive management, control agencies, and interface partners. This plan also covers scheduled written and oral communications, responses to unsolicited requests for information, the frequency of the scheduled communications, and the responsible person(s) for providing the information. The Communication Plan is an integral part of the overall Project Management Plan and will be used to provide guidance to the <Project Name> project.

1.2 Scope

This Communication Plan identifies the activities, processes, and procedures used to manage this Communication Plan.
The Communication Plan identifies the procedures used to manage communication for the project. The plan focuses on formal communication elements. 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 critical to the success of the project.

1.3 References

1.3.1 Best Practices Website

For guidance on the OSI Communication Management, refer to the OSI Best Practices Website (BPWeb) (http://www.bestpractices.osi.ca.gov).
1.3.2 Project Centralized Document Repository 
List the document name and WorkSite reference number for any documents that can be references for this document. If the project is not using WorkSite, indicate the name of the document management tool the project is using and the corresponding document reference numbers. 

1.3.3 External References

PMBOK Guide, 3rd Edition, Section 10 - Project Communication Management 
1.4 Glossary and Acronyms

List only glossary and acronyms that are applicable to this document.

	APDs
	Advance Planning Documents

	BCPs
	Budget Change Proposals

	BPWeb
	OSI Best Practices Website http://www.bestpractices.osi.ca.gov

	DGS
	Department of General Services

	DOF
	Department of Finance

	IEEE
	Institute of Electrical and Electronics Engineers

	IPOC
	Independent Project Oversight Consultant

	IT
	Information Technology

	IV&V
	Independent Verification and Validation

	PMBOK
	Project Management Body of Knowledge

	PMI
	Project Management Institute

	PMO
	Project Management Office

	R&Rs
	Roles and Responsibilities

	OSI
TA
	Office of Systems Integration
California Technology Agency

	USPS
	United States Postal Service

	
	


1.5 Document Maintenance

This document will be reviewed annually and updated as needed, as the project proceeds through each phase of the system development life cycle. If the document is written in an older format, the document should be revised into the latest OSI template format at the next annual review. 

This document contains a revision history log. When changes occur, the document’s revision history log will reflect an updated version number as well as the date, the owner making the change, and change description will be recorded in the revision history log of the document. 

2 Participants Roles and Responsibilities 

This section describes the roles and responsibilities of the <Project Name> staff with regard to the Communication Plan. In this section, briefly describe the project organization, as it pertains to the flow of communication internally (vertically and horizontally), and relationships between the project office, the project sponsor, and the prime contractor (if applicable). This section will also identify the control agencies and other stakeholders that will be involved in managing communications. 

A full list of roles and responsibilities (in a general sense) are contained in the Staff Management Plan.
2.1 Project Structure

The Organizational chart is very useful in clarifying the Project Structure.

The <Project Name> Project is comprised of an Executive Steering Committee, Project Sponsors, Project Director, <Project Name> Project Team, and Vendor Project Team. The <Project Name> Project ultimately reports to the OSI Director. The structure of the <Project Name> Project is depicted in Figure 1. 


[image: image1]
Figure 1. <Project Name> Organization Chart
2.1.1 Executive Committee

If the project has an executive committee, this section should be added. Describe the role of the committee in issue resolution, escalation and dispute resolution. The following is an example: 

The <Project Name> Executive Steering Committee will provide strategic direction, and resolve conflicts or expedite a process that is not resolved at a lower level. The committee is responsible for providing and maintaining the necessary resources needed for the successful completion of the <Project Name> project. Also the committee will provide leadership, support, and assist in implementing departmental policies as required to support <Project Name>, and ensure <Project Name> receives and maintains OSI’s highest priority. 
The Executive Steering Committee will primarily communicate and provide direction through the Project Director. At times the Executive Steering Committee members will have direct communication with the <Project Name> Project Managers for quick responses to inquiries and through meetings. The Executive Steering Committee has the responsibility to ensure that the OSI Director and <Project Sponsor> are provided information on the <Project Name> project. Members help to ensure the success of the project strategy by sharing project information with the stakeholder groups they represent.
Then list the organizations who participate in the executive committee. Avoid names, but instead indicate the positions which participate (e.g., OSI Assistant Deputy, xxx Branch Manager, xxx Division Chief, etc.). 

2.1.2 Project Sponsor

This section should summarize the sponsor’s involvement in communications. 
The Project Sponsor is responsible for the success of the project and ensuring that project-related program policies are implemented. The project office and project sponsor frequently communicate on project status, issues and risks. The Sponsor is the point of contact for federal and state agencies and the State Legislature regarding program policy issues. Communication regarding project status and all program policies and decisions on issues with statewide impact is conducted in coordination with the project office. 

The Sponsor agency provides legal support to the project, particularly in the area of procurements and contract management. The Sponsor also obtains the services of an Independent Verification and Validation (IV&V) and/or Independent Project Oversight Consultant (IPOC) to provide an unbiased opinion of project progress.
The Sponsor will ensure continued user involvement, and requirements remain relatively stable throughout the <Project Name> Project. The Project Sponsors will meet with the Project Director and <Project Name> Project Managers as needed to review project progress and to provide needed guidance, resources, and funding support. 

2.1.3 Project Director

This section should summarize the Project Director’s involvement in communications. 

The <Project Name> Project Director will provide direction and resolve issues that impact the project schedule or risk. The Project Director will work with OSI’s Executive Management, the Technical and User Project Managers, and the <Project Name> Vendor's Project Manager to achieve solutions and reduce/mitigate risks. 
The Project Director will keep the Executive Steering Committee, appraised of the project status. The Project Director will serve as a liaison with the State IT Control Agencies. The Project Director will provide the <Project Name> Legal Advisor information regarding the <Project Name> project status, if needed. 
2.1.4 Project Manager
The Project Manager generally manages the project communications. 

The <Project Name> Project Manager has the responsibility to ensure that all information related to the <Project Name> project is consistent, correct, accurate, and timely. The <Project Name> Project Manager will review and approve all information being provided to the various stakeholders and any external agencies. The <Project Name> Project Manager reports directly to the <Project Name> Project Director.

2.1.5 <Project Name> Project Team 

This section should summarize the Project Team’s involvement in communications. 

The <Project Name> Project Team will be responsible for ensuring that all the efforts on the State side are accomplished and on time to meet the <Project Name> Vendor’s schedule. The <Project Name> Project Team will be responsible to coordinate effort between the users and the vendor, review all vendor deliverables, monitor the <Project Name> Vendor’s progress, provide assistance to the Vendor(s) as required, and help oversee the Vendor’s efforts. The team will ensure the deliverables that the <Project Name> Vendor submits (per the Statement of Work and the <Project Name> Vendor Project Management Plan) are accurate and meet the quality standards for the project. The <Project Name> Project Team will ensure the process the <Project Name> Vendor staff follows conforms to IEEE and PMI standards and guidelines. The <Project Name> Project Team reports to the <Project Name> Project Manager for the purposes of this project.

2.1.6 <Project Name> Vendor Project Team
Indicate how the <Project Name> Vendor Project Team assist the project with communications and what communications the project receives from the vendor.
The <Project Name> Vendor Project Manager will be responsible for the successful development, documentation, data conversion, implementation, and on-going operational support of <Project Name>. The vendor will also be responsible for developing, providing, and conducting training to the State for the <Project Name> project. The <Project Name> Vendor Project Manager will deliver a system that meets all the functional requirements of the contract. The <Project Name> Vendor shall deliver the system per the schedule that will be described in the State approved <Project Name> Vendor Project Management Plan. The <Project Name> Vendor Project Manager will oversee the other vendor personnel working on the solution, including any sub-Vendors. The <Project Name> Vendor Project Manager is responsible to report any issues impacting the project, provide recommendations to resolve issues, and assist the project team in successful implementation of the <Project Name> Project.

The <Project Name> Vendor Project Manager will report directly to the <Project Name> Project Manager and provide all project information to them. The <Project Name> Vendor Project Managers will be responsible for collecting and gathering all <Project Name> related information from the subcontractors under their current contract. 

2.2 Control Agencies

Indicate the Control Agencies the <Project Name> Project must provide status reports to.

The project communicates with control agencies, as needed, to obtain required approvals. 

The following are the control agencies that the <Project Name> Project communicates and reports to on a periodic basis.

· Department of Finance (DOF) (on budget and finance issues)

· Department of General Services (DGS) (on procurement issues)

· Independent Project Oversight Consultant (IPOC) (on project management issues)
· California Technology Agency (TA)
2.3 External Stakeholder

Briefly describe the external stakeholders in the project that will be the audience for various project communications. Consider the communication needs of stakeholders that will be end users of the system, as well as others that could influence the outcome and success of the project. Typical stakeholders include federal partners, the system users, interfacing organizations, advocates and unions. 

3 Communication Process

3.1 Informal

Informal communications consist of e-mail, conversations or phone calls and serve to supplement and enhance formal communications. Due to the varied types and ad-hoc nature of informal communications, they are not discussed in this plan.

3.2 Formal

The <Project Name> Project will engage in various types of formal communication. The general types and their purpose are described below. 

3.2.1 Status Meetings

There are four basic types of status meetings for the <Project Name> Project: 
1. Status meetings internal to the <Project Name> Project Team to discuss assignments, activities and to share information; 
2. Status meetings and reports between the <Project Name> Project Team, and the Vendor Project Team; 
3. Status meetings and reports between the <Project Name> Project Managers and the Executive Steering Committee; and 
4. Status meetings and reports to external entities, such as control agencies.

3.2.2 Status Reports

A variety of status reports will be produced during the project. The status reports will be produced on regular intervals to provide stakeholders project information on the status and progress of the <Project Name> project. At a minimum the reports will contain:

· Project Status on major activities

· Project Schedule

· Status of Issues or Risks

· Status of Action Items, if applicable.

· Future or planned activities

The intent of the status reports is to inform stakeholders of the project’s progress and keep them actively involved in the project. The information provided will contain enough detail, but not too much, to allow stakeholders to make informed decisions and maintain oversight of the project.

3.2.3 Letters and Memorandums

Letters and memorandums are formal written communications that will be used to:

· Receive State guidance

· Document key project decisions

· Document key information or facts as a matter of record

· Request support from other OSI Projects or other Agencies

· Communicate formal acceptance of project products

· Relay information as required by the OSI policies and procedures

The use of letters and memorandums will be used throughout the duration of the project and will be kept at a minimum to avoid delays in dissemination of information and direction. Wherever possible email, telephonic, or face-to-face communication will be used followed with a formal letter or memorandum as required. This will accelerate the communication process and avoid delays due to lengthy coordination processes to receive the signatures. 

3.3 External Communication

This section describes the OSI policy regarding inquiries from news and print media and other public records requests. This standard policy language can be incorporated for all OSI projects.

3.3.1 News and Print Media

Project staff is not allowed to communicate with the media unless prior approval or direction has been granted from the <Project Name> Project Director. If a news or print media requests an interview or information, the Project Director must immediately contact the Project Sponsor, who will contact the Sponsor’s Public Information Officer. 

3.3.2 Public Inquiries and Public Records Requests

A public records request should be made in writing, unless the request involves records that are maintained by the project for the purpose of immediate public inspection, and should sufficiently describe records so that project personnel can identify, locate, and retrieve the records.
Public records maintained by the project will be available for inspection by members of the public during the regular business hours of the project. Requests for inspection or copying of public records should be directed to the <Project Name> Project Director or Project Manager, and should be specific, focused and not interfere with the ordinary business operations of the project. The operational functions of the project will not be suspended to permit inspection of records during periods in which project personnel in the performance of their duties reasonably require such records. If the request requires review of numerous records, a mutually agreeable time should be established for the inspection of the records.

Occasionally, the project may receive requests from the public for information (e.g., statistics, reports, program information). If the project receives any of these requests, the requestor should be directed to the Project Manager, who will refer the individual to the appropriate agency or department.

The project may refuse to disclose any records that are exempt from disclosure under the Public Records Act. (Refer to Government Code Section 6254.)

Physical inspection of the records shall be permitted within the project’s offices and under the conditions determined by the department. Upon either the completion of the inspection or the oral request of project personnel, the person conducting the inspection shall relinquish physical possession of the records. Persons inspecting project records shall not destroy, mutilate, deface, alter, or remove any such records from the project. The project reserves the right to have project personnel present during the inspection of records in order to prevent the loss or destruction of records.

Upon any request for a copy of records, other than records the project has determined to be exempt from disclosure under the Public Records Act, project personnel shall provide copies of the records to any person upon payment of a fee covering costs of duplication.

4 Communication Management

4.1 Communication Protocol

This section describes the protocols for the dissemination of project information necessary to manage the amount and type of information that is communicated. This section should discuss or reference such things as dissemination rules (e.g., APDs and BCPs must be reviewed by the sponsor prior to submission to OSI Budget Office), quality assurance reviews, and response to stakeholder requests for information or attendance at meetings. 

Communication protocols are necessary to properly manage the amount and type of information that will be communicated. Communication protocols are advantageous for a variety of reasons, including, better managing and controlling the flow of project-related information, to minimize misinformation and maximize the sharing of accurate information across the appropriate communication channels, and to provide structure to the formal and informal communications that are shared with external stakeholders.

The scope of information shall be limited to that within the individual’s project domain. All communication related to project-wide status is directed to the Project Manager, unless otherwise advised. Because of the broad scope of this project, only those individuals at the project management level will be able to provide a comprehensive and accurate status update on the project as a whole. It is therefore imperative that all other project team members limit their project-related communications, both formal and informal, to information within their individual project domain or job functions. 

Project information that needs to be disseminated widely to user staff is disseminated through the individual designated as the primary user contact, or user project manager. It is then expected that that individual will disseminate information appropriately to other affected user personnel.

4.1.1  Electronic Mail

This section describes the key rules for use of e-mail, including types of information that can be transmitted via e-mail and level of formality in e-mail. This information is sometimes included in the IT staff’s policies. 

Electronic mail (E-mail) is used as a means for informal, ad hoc communication between project team members and stakeholders. Outgoing e-mail is not to be used as official correspondence. E-mail may be used to alert the recipient that a correspondence is forthcoming, but should not be used as a means of official correspondence itself. When an official document is sent via email, follow-up with an original signature hard-copy via USPS. Official outgoing correspondence will always be in the form of a letter, memorandum or document. 

Appropriate uses of e-mail include scheduling meetings, forwarding documents or other information, and general questions and answers. Incoming e-mail should not be used as official correspondence; however, if the e-mail contains pertinent or historical information, the e-mail should be given a document tracking number and archived in the project document management tool.

4.1.2 Communication Distribution

Various methods will be used to distribute project information and communicate with project stakeholders. The primary method to distribute information will be through the email system established at OSI. Whenever possible, to expedite the dissemination of information, documents will be distributed via email. 

Hardcopy information will be distributed through the normal mail system. For information that requires an expedient or next day delivery, Federal Express or overnight mail will be used. Another method of distributing information will be the facsimile machine. Facsimiles will be used for hardcopy documents that require immediate distribution and are relatively limited in the number of pages.

Teleconferencing will be used to the maximum extent possible to communicate to stakeholders in out of town locations. This will help to reduce the amount of travel required and provide for an effective method of communication.

Whatever method is used to distribute information or communicate, the proper precautions and procedures must be followed to ensure safe and protected delivery of information. For example all electronic files received or sent through email must be virus check/scanned prior to opening or sending the file. Any confidential information must be sent through the proper procedures as established by the OSI policies. The standard order of precedence would be State policies and procedures, OSI policies and procedures, and <Project Name> project policies and procedures in that order. 

4.2 Communication Tracking and Storage

Discuss how communications received by the project are tracked and stored. 

This section shall refer the reader to the procedures for document tracking, naming conventions, and document version control. Also indicate how critical e-mail are stored and if fax transmissions or acknowledgements are retained. 

Please refer to the Configuration Management Plan, regarding the document management procedures for communication and document naming, tracking, review, storage, retention, and change control.

Written communications received or generated by the project are retained and stored in the project’s library and/or document management tool, depending on the format in which they were received. Project e-mail that document decisions or have pertinent value to the project are stored in the project’s library and/or document management tool (i.e. WorkSite) and retained for historical purposes. 
4.3 Communication Changes

This section should address changes to the communication process, such as implementing a new or modified report, adding or combining meetings, updating the distribution lists, etc. Indicate what types of changes require approvals, notification of pending changes and where such changes are documented.

Changes to the communication process may be proposed by any recipient or communication creator. The Project Manager must approve the change for it to be approved. Often a draft version will be used to generate discussion with the communication stakeholders prior to making the change official. 

Changes to communication format or content are handled through the normal document change control process. Changes to content must be approved by the respective project lead or manager (depending on the content), and then are disseminated with an explanation of the change. Appropriate revision and version markings are included with the updated version. 
APPENDIX
Appendix A: <Project name> Communication Schedule

The following chart describes the planned communications that <Project Name> Project staff is responsible for or participate in. Add additional meetings as appropriate. Other impromptu meetings occur as needed to resolve issues or problems that arise within the department and with external agencies. 
Definitions:


Weekly – One occurrence each week


Bi-Weekly – One occurrence every other week


Monthly – One occurrence each month


Bi-Monthly – One occurrence every other month


Quarterly – One occurrence every three months


Semi-Annually – One occurrence every six months


Annually – One occurrence each year 

	Type of Information
	Prepared By/ Chaired By
	Distribution List/ Participants
	Purpose of Communication
	Frequency
	Transmittal Method
	Notes

	<Project Name> Weekly Status Meeting
	Project Manager
	Project Team
	Discuss status, issues and concerns related to the Project
	Weekly
	Oral presentation, discussions
	

	<Project Name> Project Director Status Meeting
	
	
	
	
	
	

	<Project Name> Project Status Meeting 
	
	
	
	
	
	

	<Project Name> PMO Status Meeting
	
	
	
	
	
	

	<Project Name> Monthly Status Report
	
	
	
	
	
	


Appendix B: <Project name> Project Directory

Executive Stakeholders

	Name
	Title/Function
	Company/organization
	Email
	Phone
	Blackberry

	
	
	
	
	
	

	
	
	
	
	
	


<Project Name> Project Team

	Name
	Title/Function
	Company/organization
	Email
	Phone
	Blackberry
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