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1.0 Introduction
1.1 Executive Summary
The purpose of this project to project communication plan is to identify all key project stakeholders, define required information, sources of information, communication frequency and format to ensure that:

· <Current Project> is fully aware of all current migration activities;

· <Future Project> is aware of any items that could have an impact to Migration Project; 

· Current (Current Project> county business processes are not impacted by migration activities; and 

· The migrating Counties have the tools necessary to participate in conversion, interface and testing activities which support successful migration to the new system.

2.0 Key Project Stakeholders
The following table defines the project teams involved with communication management between the <Future Project> and <Current Project> Projects. Primary contacts are identified below; however other individuals from the stakeholder groups listed below may be involved in communication between projects.  

Please note: Distribution groups include more individuals than those listed as key stakeholders in this document.

	Table 1- <Future Project> Stakeholder Groups

	Project Group 
	<Future Project> Office
	M&O Contractor
	Other

	Managers
	
	
	

	Conversion Team
	
	
	

	Interface Team
	
	
	

	Eligibility Team
	
	
	

	D&I Technical Team
	
	
	

	Implementation Team
	
	
	

	Training Team
	
	
	

	Change Management Team
	
	
	

	Testing Team 
	
	
	

	PMO
	
	
	


	Table 2- <Current Project> Stakeholder Groups

	Project Group or Team
	<Current Project> Office
	M&O Contractor
	Other

	Managers
	
	
	

	Migration Readiness Team 


	
	
	

	Customer Support


	
	
	

	Technical Support


	
	
	

	Application Team
	
	
	

	Asset Management Team


	
	
	


	Table 3- Other Stakeholder Groups

	Project Group or Team
	Members 



	Office of Systems Integration (OSI)
	

	<Future Project> County Project Managers 
	

	Joint Project Cutover Team


	


3.0 Communication Management

Communication management combines the type and format of information needed with the protocol, response and escalation needed to facilitate effective communication between the <Current Project> and <Future Project> Projects.  
3.1 Areas of Communication
This section will identify appropriate types of information as well as the communication protocol for each type of communication that may occur between projects. Each communication area includes a definition and a table which identifies the source project that will provide the information, the frequency and format, as well as the responsible party for both projects to ensure information is shared between projects.  

3.1.1 Development

Definition: Documentation for M&O or Migration Development work efforts which may communicate changes or assumptions that impact the other Project.
	Table 4- Development Communication Area

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project>   
	<Future Project>

	<Current Project>
	Database Change Report:

 - Details structural changes:

· NNNN database

· NNNN database
	Monthly
	Email
	Migration Readiness Team
	Conversion Team

	<Current Project>
	Quick Fix documentation
	As Needed
	Remedy and Conversion Workgroup Meeting
	Migration Readiness Team
	Conversion Team

	<Current Project>
	Documentation for all Work Orders: 

 - Meeting Minutes

 - Final Requirements

 - Final Detailed Design

 - Final Change Summary

 - Final Implementation Materials
	Within 2 weeks after

document is finalized
	Posted on 

Intranet
	Application Team
	Applicable

Team Lead

	<Current Project>
	Work Order Integrated Team meetings and draft document review for Migration related MCRs and Minor Maintenance work efforts
	Same timeframes as the Work Order Integrated Team to begin during Requirements phase (or Impact Analysis phase upon request)
	Email
	Application Team
	Applicable

Team Lead

	<Current Project>
	Work Orders Summary and Status Report
	Monthly
	Conversion Workgroup Meeting
	Migration Readiness Team
	Conversion Team

	<Current Project>
	Workload Strategy and Migration Planning chart 
	Monthly
	MS Project sent to management via email
	Management
	Management

	<Current Project> and <Future Project>

	Migration related Risks and Issues
	As needed with monthly updates 
	Conversion Workgroup Meeting
	Migration Readiness Team


	Conversion Team

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project > 
	<Future Project>

	<Current Project> and <Future Project>


	Requests for Migration related activities
	As needed
	Email Migration Readiness Request form 
	Migration Readiness Team
	Team Lead

	<Future Project> 
	Project Risks and Issues
	Weekly
	Weekly  Status meeting and Bi-monthly risk meeting
	Web Portal Users
	Management

	<Future Project>
	Migration Deliverables
	During County Review period (if applicable) and then within 2 weeks after deliverable is approved
	Posted on Web Portal
	Web Portal Users
	PMO

	<Future Project>
	Work product deliverable documents upon request (Prior to all-county review)
	As needed (if applicable)
	Email 
	Web Portal Users
	Development Leads

	<Future Project>
	Schedule for conversion related activities (e.g., detailed build schedule, Mock Conversion schedule, Interface schedules)
	As needed with monthly updates 
	Email 
	Web Portal Users
	Conversion Team

	<Future Project>
	Migration Related Scope Management Change Requests and Change Orders 
	Weekly
	Weekly Status Report email
	Web Portal Users
	PMO


3.1.2 Testing

Definition:  Changes in software or hardware configurations made to current production resources which may impact county’s ability to execute current M&O business, impact conversion or impact counties post conversion.
	Table 5 - Testing Communication Area

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project>   
	<Future Project>

	<Future Project>
	Description and schedule for Migration Testing that will be executed using <Current Project> infrastructure
	2 weeks prior to testing in counties
	Email 
	Migration Readiness Team and Customer Support
	Testing Team Lead or Interface Team Lead

	<Future Project>
	Description and schedule for interface testing that will use <Current Project> production data
	2 weeks prior to testing in counties
	Email 
	Migration Readiness Team and Customer Support
	Team Lead

	<Current Project>
	Description and schedule for any County testing in production that <Current Project> plans to perform on the new workstations Post <Future Project> workstation rollout: 

 - Hardware Updates (e.g., Server, Mainframe)

 - Software Upgrade (e.g., Oracle) 

 
	1 month prior to roll out of updates 

Or

 2 weeks prior to testing in counties
	Email
	Customer Support
	Implementation Team


3.1.3 Infrastructure
Definition:  Changes in applications, computer networks, as well as management and administration of the system.
	Table 6 - Infrastructure Communication Area

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project>   
	<Future Project>

	<Current Project>
	System outages (scheduled and unscheduled)
	Same timeframes as notification to the County Contacts
	Memorandum E-Mail
	Customer Support
	Technical Team

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 
<Current    <Future

 Project>     Project>

	<Current Project>
	Hardware/Software updates
	Same timeframes as notification to the County Contacts
	Memorandum E-Mail
	Customer Support
	Technical Team

	<Current Project>
	Network Changes (i.e., Access Control Lists, IP address changes, ports, et al.)
	As needed
	Memorandum E-Mail
	Technical Support
	Technical Team

	<Current Project>
	Changes to support of Dedicated county computer networks (i.e., for Internet and email)
	As needed
	E-Mail
	Technical Support
	Implementation Team

	<Current Project>
	Support of <Future Project> workstations using <Current Project> applications
	As needed
	E-mail or phone
	Customer Support
	Technical Team

	<Future Project>
	System outages (scheduled and unscheduled) 
	Same timeframes as notification sent to Counties
	E-Mail
Web Portal
	Customer Support
	Technical Team

	<Future Project>
	Hardware/Software updates 
	1 month prior to roll out of updates
	E-Mail
Web Portal
	Migration Readiness Team
And

 Technical Support 

Web Portal Users
	Technical Team

	<Future Project>
	Site Preparation and installation schedule, plans and activities (including changes to schedule)
	1 month prior to roll out of activities in County

Updated schedule, provided monthly
	E-Mail


	Migration Readiness Team

And

 Technical Support 


	Technical Team

	<Future Project>
	Network Changes (i.e., Access Control Lists, IP address changes, ports, et al.)
	As needed
	E-Mail
Web Portal
	Customer Support

	Technical Team


3.1.4 County Outreach
Definition:  Communication with counties that is direction setting for migration activities, requests counties use the other project’s infrastructure for migration purposes or includes migration development information.

	Table 7- County Outreach Communication Area

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project>    
	<Future Project>

	<Current Project> and <Future Project>


	List of County Contacts
	Upon Request
	Email
	 Customer Support
	County Project Managers (CPMs)

	<Current Project>
	 Ticket and Issue resolutions, workarounds et al.
	As needed
	Email
	Migration Readiness Team and Customer Support
	Lead and Conversion Analyst

	<Future Project>
	Requests for Information and Issue Tracking sent to counties regarding Migration related activities
	As needed
	Posted on the Web Portal
	Migration Readiness Team
	Team Lead

	<Current Project> and <Future Project>


	Joint communication regarding migration activities that impact <Current Project> systems or involve support from <Current System> Project
	As needed
	Email
	Migration Readiness Team
	Team Lead


3.1.5 Interface Partner
Definition:  Communication with Interface partners related to cutover activities. 
	Table 8 - Interface Communication Area

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project>    
	<Future Project>

	<Current Project> and <Future Project>


	Communication or discussions with interface partners related to Migration and cutover activities
	As needed
	Email
	Migration Readiness Team
	Team Lead


3.1.6 Implementation

Definition:  Activities related to the implementation of <Future Project> in the Migration Counties including Site Prep and Installation, Imaging, Change Management, Training, and Implementation Support.
	Table 9 - Implementation Communication Area

	Source 
Project
	Information Type
	Frequency
	Format
	Responsible
Party for 

	
	
	
	
	<Current Project>    
	<Future Project>

	<Current Project>
	Known workarounds and county processes that impact reporting, or data that can not be corrected in the <Current> database
	As identified
	Excel Spreadsheet
	Consortium Office 
	CPMs and Implementation Leads

	<Future Project>
	Reports and/or types of reports and ad hoc queries needed to support Implementation activities
	As identified
	Migration Readiness Request Form
	Migration Readiness Team
	Lead

	<Future Project>
	Migration Implementation Deliverables
	During County Review period (if applicable) and then within 2 weeks after deliverable is approved
	Posted on Web Portal
	Migration Readiness Team
	PMO

	<Future Project>
	Schedule for implementation related activities 
	As needed with monthly updates 
	Email 
	Migration Readiness Team
	Team Lead

	<Future Project>
	Point Of Contact meeting outcome 


	Monthly
	Email 
	Migration Readiness Team
	CPMs and Implementation Leads

	<Future Project>
	 Implementation Readiness Assessment outcome, including status of the Implementation Readiness Checklist


	Monthly beginning six months prior to go-live for each wave 
	Email 
	Migration Readiness Team
	CPMs and Implementation Leads

	<Future Project>
	 Implementation Team’s Go-Live Weekend Schedule


	Monthly beginning six months prior to go-live for each wave
	Email
	Migration Readiness Team
	Implementation Leads

	<Future Project>
	 Implementation Daily Project Management Status meeting outcome (in regards to potential Recovery or Contingency plans)


	As needed following go-live, with daily updates
	Email
	Migration Readiness Team
	Implementation Leads


3.2 Communication Mechanisms

The mechanisms outlined in this section facilitate the flow of communication and confirms that information is getting to the defined resources in the specified amount of time. 

3.2.1 Process
In the identified areas of communication, each project should direct the communication (at the appropriate frequencies) to the responsible party identified by the partner project. The persons in the responsible parties are identified in the stakeholder tables.
3.2.2 Tools

The primary means utilized to include partner projects in communication are as follows:
· Joint <Future> and <Current> Project meetings,
· Posting artifacts, and 
· Document distribution.
Table 10 identifies the standing Joint Project meetings in which partner projects participate and at what frequency.

	Table 10 - Joint Project Meetings

	Meeting
	Frequency
	Attendees

	Migration Management Meeting 
	Monthly, as needed
	Management of both organizations

	Conversion Workgroup
	Weekly
	Migration Readiness Team, Project Migration Development Conversion Team, User Management representatives and County Project Managers

	Technical Group Meeting
	Weekly
	County Technical Support Team, <Current System> Technical Support, <Future Project> Migration Development Technical Team




Each Project utilizes a mechanism for posting artifacts and documentation distribution as described below:  

· <Future System> Project: 
· <Current System> Project: 
Formal requests for information, resources or changes are funneled through the Migration Readiness Request Form Process which provides an efficient and standardized method for documenting requests received from <Future Project>.  The graphic below illustrates the process when the request results in a change to the <Current Project> databases.
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Guidelines which apply to all requests:
· The <Current System> Migration Readiness Team is responsible for returning a formal response by the response date identified by <Future System> when the request is submitted; 

· The anticipated delivery date provided by <Future System> indicates when <Future System> needs the information, resource or change; 

· Meetings to clarify the details for the request may occur outside of the Migration Workgroup meeting; and

· Discussions at the Migration Workgroup meeting include a summary of collaborative analysis, information which is still needed to complete that analysis, agreements between projects regarding the scope of requested information, resource or change, and establishing an agreed upon, achievable anticipated delivery date.

3.2.3 Escalations
When possible, communication needs should be addressed at the lowest level, working directly with the responsible party identified in the communication area tables in section 3.1.  After resolution options have been exhausted at the lowest level, then the escalation group for communication breakdowns shall be the Migration Management Meeting as all Stakeholders and Teams have management level representation respective to managers in the stakeholder table.
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