Enterprise Learning Management System

Communication Plan
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	Section 1 – Purpose and Goals


1.1   Purpose
The purpose of the project communication plan is to outline the roles and responsibilities of project participants in the review, approval, and dissemination of information about key project management processes, events, documents, milestones, and marketing of the E-LMS.  The project communication plan will identify who needs what information, when they will need it, and how it will be given to them.

The project team will be assigned and have full responsibility for creating and executing the project communication plan that will:

· Identify who the recipients of the project communication are.

· Identify what types of communication, in what types of media, (e.g. email, memo, letter, newsletter, personal conversation, in person events/meetings, status update) will be delivered to the various recipients.

· For each of the recipients, identify who is responsible for delivering the communication.  
· For each of the recipients outline when the schedule or dates of communication are to occur.

1.2  Goals
The goals of the project communication plan are:

1. Reasonable communication activities are planned. 

2. Communication recipients are identified and defined. 

3. Appropriate levels and types of communications are defined.

4. Communications are stored and delivered.

	Section 2 – Communication Responsibilities


2.1  Responsibilities
The communication responsibilities are:

1. The project team is responsible to develop the plan that specifies its communication needs by recipient groups. 

2. The project team works together to ensure adequate resources are obtained in order to implement the communication plan.

3. The project team will revise the communication plan as necessary throughout the life of the project. 

4. The project team is responsible for ensuring the communications are delivered as planned and communicating the completion of each activity to the project manager. 
5. The project manager is responsible for monitoring that all activities identified in the communication plan are implemented and routinely report the status of the activities to the project team.
6. The project team will ensure that all records of communications are maintained in a central repository. 

7. The project manager is responsible for reviewing the communication plan activities with senior management on a periodic basis.
	Section 3 – Project Audiences


This section contains a description of the various audiences that are covered in this communication plan.  The following table identifies each audience and their vested interests and expectations.
	Audience
	Interests
	Expectations

	Project Sponsor’s
	· Project goals and objectives support agency strategic plan.

· Project satisfies business needs.

· Appropriate deployment and use of resources.

· Project progression.

· Policy development.
	· Project is well planned.

· Project progresses as planned.

· Issues are raised quickly.

· Policy is followed.

	Project Team
	· Clear direction and delegation of tasks.
· Adequate resources to implement the project.

· Project progress and timelines.
	· Review and feedback on deliverables.
· Project progress and timelines identified and updated.

	Advisory Council
	· Impacts of the E-LMS on business programs and processes.
· Functionality of the E-LMS.
· Impacts of implementation on enterprise operations.
· Additional costs.
	· Status reports.

· Notification of changes in policy.

· Implementation strategy.

· Notification of changes in strategy.

	Agency Implementation Work Group
	· Validation of agencies readiness criteria

· How the system will work and the impact on them.

· Changes in processes, procedures and policies.
· Successful and timely implementation of the system within their agency.
	· Status Reports

· Training

· Good responsive system.

· Assistance in learning new system.
· Tools and resources for implementing the system.

	Technical Work Group
	· Impacts of the E-LMS on the IT infrastructure and SDC.

· Adherence to state and agency technical standards.
· Additional costs.
· Security of the system.
	· Status reports.

· Notification of changes/variances from the strategy, project charter, and project plan.


	Agency Users
	· How the system will work and the impact on them.

· Changes in procedures and policies.
	· Training

· Good responsive system.

· Assistance in learning new system.

	Agency Trainers
	· How the system will work and the impact on them.

· Changes in procedures and policies.
	· Training

· Status Reports

· Good responsive system.

· Assistance in learning new system.

	Agency Site Administrators
	· How the system will work and the impact on them.

· Changes in procedures and policies.
	· Training
· Status Reports
· Good responsive system.

· Assistance in learning new system.

	Agency Managers
	· How the system will work and the impact on them.
· Changes in procedures and policies.
	· Training
· Status Reports
· Good responsive system.

· Assistance in learning new system.

	Agency HR Managers
	· How the system will work and the impact on them.
· Changes in procedures and policies.
	· Training
· Status Reports
· Good responsive system.

· Assistance in learning new system.

	Agency IT Staff
	· How the system will work and the impact on them.
· Changes in procedures and policies.
	· Training
· Status Reports
· Good responsive system.

· Assistance in learning new system.


	Section 4 – Communication Events


The following table outlines the communication events that will occur to support the E-LMS Implementation project.  A separate communication log will be used to track the communication events.  The log is at J:\TRAINING UNIT\4 (TDS) TRAINING & DEV SERV\Projects\LMS\4_Controlling\E-LMS Control Logs.xls
	Event
	Communicator
	Audience
	Method
	frequency

	Status Reports
	Project Manager
	· Project Sponsor’s

· Project Team
	· Written Reports

· Oral updates
	Weekly

	Training & Development Newsletter
	Project Team
	· Agency Users
· Agency Managers

· Agency IT Staff
	· Web Site

· Email
	Quarterly

	DAS’ Newsletter
	Project Team
	· All Interested Parties 
	· Web Site
· Email
	Quarterly

	CIO Meetings
	Project Manager
	· Agency IT Staff
	· Demo of the system

· Oral Updates
	As Needed

	Training Manager’s Meeting
	Project Team
	· Agency Trainers
	· Demo of the system

· Oral Updates
	Monthly

	HR Manager’s Meeting
	Project Manager
	· Agency HR Manager’s
	· Demo of the system

· Oral Updates
	As Needed

	Administrative Business Services Director’s Meeting
	Project Sponsor/Owner
	· Agency Managers


	· Demo of the system

· Oral Updates
	As Needed

	Demonstrations 
	Project Team
	· All interested parties
	· Presentations
	As Needed

	Project Web Site
	Project Team
	· All interested parties
	· Web Site
	As Needed

	Training
	Project Team
	· Agency Users

· Agency Trainers

· Agency Site Administrators

· Agency Managers

· Agency IT Staff
	· Online Training

· Instructor Led Training
	As Needed

	Podcasts
	Project Team
	· All interested parties
	· Web Site
	As Needed

	Project Brochure
	Project Team
	· All interested parties
	· Web Site

· Email
	As Needed

	E-LMS Email List
	Project Team
	· All interested parties
	· Email
	As Needed
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