Communication Plan

	Deliverable/Description
	Type
(Man/Mktg/ Info)
	Target Audience(s)
	Delivery Method
	Delivery Frequency
	Who Responsible?

	Status Reports
	Mandatory
	Sponsor
Managers
Steering committee
	Project Status Report template e-mailed to audience.
	Monthly
	Project manager

	Local Awareness-Building Sessions
Inform people of the project and the deliverables that will impact them.
	Info
	Local user community
	Stand-up presentations.
	Schedule twice weekly until all users covered
	Lead analyst

	Remote Awareness-Building Sessions
Inform people of the project and the deliverables that will impact them.
	Info
	Remote user community
	Webcast presentations.
	Hold sessions three times a week until all users covered
	Lead analyst

	Project Pins
Pins will be given out to all people attending the awareness presentations to build enthusiasm and brand image.
	Marketing
	All users, customers, and stakeholders
	Hand out to those that attend the awareness presentations.

Send pin in intercompany mail to those that attend Webcasts.


	Same frequency as awareness sessions
	Terry Allen—Project administrator
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