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        Communication Work/Action Plan

[image: image1.png]
INTRODUCTION 

The purpose of the Communications Management Plan is to define the communication requirements for the Resource Family Approval and how information will be distributed. 
The Communications Management Plan defines the following: 

· Communication requirements based on roles 

· What information will be communicated 

· How the information will be communicated 

· When will information be distributed 

· Who does the communication 

· Who receives the communication 

This plan identifies and defines the roles of stakeholders involved in this project. It also includes a communications matrix which maps the communication requirements of this initiative. An in-depth guide for conducting meetings details the communications rules and how the meetings will be conducted, ensuring successful meetings. A project team directory is included to provide contact information for all stakeholders directly involved in the project. 

The Communications Matrix will be used as the guide for what information to communicate, who is to do the communicating, when to communicate it and to whom to communicate. 

ROLES 

Project Sponsor or Manager
The project sponsor or Manager is the champion of the project and is generally the person who is responsible for the implementation of the project.
Key Stakeholders 
In the “Identification of Stakeholders” tool, you identified and analyzed key stakeholders for the RFA Implementation process.  Utilize this document to inform this Communication Work/Action Plan. 
Project Team 
The Project Team is comprised of all persons who have a role performing work on the project. The project team needs to have a clear understanding of the work to be completed and the framework in which the project is to be executed. Since the Project Team is responsible for completing the work for the project they played a key role in creating the Strategic Plan including defining its schedule and work packages. 
Steering Committee (optional)
The Steering Committee provides strategic oversight for changes which impact the overall Initiative. The Steering Committee requires communication on matters which will change the scope of the project and its deliverables. 

Communication Matrix

Example:

	Communication Type
	Objective of Communication
	Medium
	Frequency
	Audience
	Owner
	Deliverable

	Kick Off Meeting
	Introduce the project team and the Initiative.  Review objectives and management approach.
	Face to Face
	Once
	Project Team

Stakeholders
	Project Sponsor/Manager
	Agenda

Meeting Minutes

	Project Team Meetings
	Review status of the Initiative with the team.
	Face to Face

Conference Call
	Weekly
	Project Team
	Project Sponsor/Manager
	Agenda

Meeting Minutes

	Project Status Reports
	Report the status of the project including activities, progress, cost and issues.
	Email
	Monthly
	Project Tea

Stakeholders

Steering Committee
	Project Sponsor/Manager
	Project Status Report


RFA Communication Matrix:

	Communication Type
	Objective of Communication
	Medium
	Frequency
	Audience
	Owner
	Deliverable

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


GUIDELINES FOR MEETINGS 

Meeting Agenda 
Meeting Agenda will be distributed 5 business days in advance of the meeting. The Agenda should identify the presenter for each topic along with a time limit for that topic. The first item in the agenda should be a review of action items from the previous meeting. 

Meeting Minutes 
Meeting minutes will be distributed within 2 business days following the meeting. Meeting minutes will include the status of all items from the agenda along with new action items and the Parking Lot list. 

Action Items 
Action Items are recorded in both the meeting agenda and minutes. Action items will include both the action item along with the owner of the action item. Meetings will start with a review of the status of all action items from previous meetings and end with a review of all new action items resulting from the meeting. The review of the new action items will include identifying the owner for each action item. 

Meeting Chair Person 
The Chair Person is responsible for distributing the meeting agenda, facilitating the meeting and distributing the meeting minutes. The Chair Person will ensure that the meeting starts and ends on time and that all presenters adhere to their allocated time frames. 

Note Taker 
The Note Taker is responsible for documenting the status of all meeting items, maintaining a Parking Lot item list and taking notes of anything else of importance during the meeting. The Note Taker will give a copy of their notes to the Chair Person at the end of the meeting as the Chair Person will use the notes to create the Meeting Minutes.
Parking Lot 
The Parking Lot is a tool used by the facilitator to record and defer items which aren’t on the meeting agenda; however, merit further discussion at a later time or through another forum. 

A parking lot record should identify an owner for the item as that person will be responsible for ensuring follow-up. The Parking Lot list is to be included in the meeting minutes. 

Resource Family Approval
Agenda

· Welcome and Introductions

· Review Agenda

· Purpose of the Meeting

· Discussion Items:

1.

2.

3.

· Parking Lot Items:

1.

2.

3.

· Plan Next Meeting:

· Wrap Up
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