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INTRODUCTION

This document describes the plan for communications between all of the stakeholders involved in project delivery.  Communications are categorized into External Communications, which involve client or supplier personnel, and Internal Communications, involving communications that are internal to EDS.

For each type of communication, this plan describes:

1. The name or type of communication

2. The intent of the communication

3. The responsibility for that communication

4. The audience/distribution for that communication (if different than those named in the “Responsibility” column)

5. The communication media (e.g., meeting, conference call, e-mail) for that communication

6. The timing/frequency that this communication item is delivered

7. The standard that applies to this communication

External Communications

	Type  (1)
	Description / Purpose (2)
	Responsibility  (3)
	Distribution (4)
	Media (5)
	Timing (6) 
	Standard (7)

	External Steering Committee Status Meeting


	This formal meeting addresses the accomplishments and results of the project with the client (or client representative) at selected milestones in the project.  These meetings address commitments, plans, risks, status of activities and significant issues for the project, as well as how the project fits into the current business environment and the communication of the results of measurement and analysis activities. 

If the project is performing quantitative management, address client expectations, project goals related to process capability and quantitative management analysis results.
	· Project Manager (leads meeting)
· FARA Customer
	Steve Baiera

Bill Harnett

John Manos

Marty Ohman 

Michelle Whalen 

Marianne Wilcox

Jen Farmer

Steven Coad

Sandy Morris

Tracy Rerica

Elaine Simone

Lei Wu
	Conference call.

(866) 811-0794 passcode: 902629#  

In person if the subject matter will be visual heavy.
	The second Thursday of every month, 4:30 – 5:30.  If this falls during break or exam week the meeting will be rescheduled in advance
	Use standard presentation format

An agenda is distributed in advance.

Meeting minutes are captured and stored on the RIT Team website



	Client Satisfaction Survey
	To review the client satisfaction on the project 


	· Project Manager
	Jen Farmer

Michelle Whalen

John Manos

Lei Wu

Steven Coad

Sandy Morris

Tracy Rericha

Elaine Simone
	Email containing attachment in Word Document form. 

Instructions on who to email responses back to will be provided at a later time.
	At the end of each academic quarter (End of February, end of May)
	Senior Project (Interim/Final) Sponsor Evaluation

Client Satisfaction Surveys are turned in to Software Engineering department

	Full Change Control Board (CCB) Meeting
	Review, evaluate, approve or reject, and prioritize change requests.  Group approved change requests into releases. 
	· Quality Assurance Manager
	Jen Farmer 

John Manos

Michelle Whalen

Steven Coad

Sandy Morris

Tracy Rericha

Elaine Simone
	Group Meeting or 

conference call

(866) 811-0794 passcode: 902629#  
	Adhoc.  Meetings scheduled as needed.
	Recurring meetings are scheduled through Outlook.

An agenda is distributed in advance.

Meeting minutes are captured and stored on the RIT Team website




Internal Communications

	Type  (1)
	Description / Purpose (2)
	Responsibility  (3)
	Distribution (4)
	Media (5)
	Timing (6) 
	Standard (7)

	Internal Project Team Status Meeting
	Regularly scheduled meetings:

Include all affected groups to discuss project action items, activities, progress, risks, issues and results of measurement and analysis activities. 

Includes FARA representative

Event driven:

When new requirements are added, existing requirements are changed, etc


	· Project Manager (leads)

· Project team members
	Jen Farmer 

John Manos

Michelle Whalen

Steven Coad

Sandy Morris

Tracy Rericha

Elaine Simone


	Group Meeting in Eds Aruba conference room or conference call

(866) 811-0794 passcode: 902629#  
	Every Tuesday from 4:30-6
	Recurring meetings are scheduled through Outlook.

An agenda is distributed in advance.

Meeting minutes are captured and stored on RIT Team website

	Project Technical Review Meetings


	Review the technicality of the project, solution, design, tools …etc.
	· Project Manager
	Jen Farmer 

John Manos

Michelle Whalen

Steven Coad

Sandy Morris

Tracy Rericha

Elaine Simone
	Meeting
	Event driven –  after Design - depends on the project phases

Scheduled through Outlook.


	An agenda is distributed in advance.

Minutes are captured and stored on RIT project website



	Team Status Report
	Update the Project Manager with explanations for task variances, accomplishments for the reporting period, issues, planned time out of the office, remarks and results of measurement and analysis activities.
	· Team members
	Steven Coad

Sandy Morris

Tracy Rericha

Elaine Simone


	MS Word document
	Weekly by COB on Friday
	Team Status Reporting Procedure

Email to the Project Manager

	Management Status Report
	Provide management with current team status, accomplishments,  issues and results of measurement and analysis activities.

Includes time tracking.
	· Project Manager
	Steve Baiera

Bill Harnett

John Manos

Marty Ohman 

Michelle Whalen 

Marianne Wilcox

Jen Farmer

Steven Coad

Sandy Morris

Tracy Rerica

Elaine Simone

Lei Wu
	MS Word document
	Monthly by COB on Monday, the week of a steering committee meeting.
	Management Status Reporting Procedure 

Store on the RIT project Website


Escalation Path

In accordance with the Issue Management and Escalation Procedure, these are the roles and names in the escalation chain.

Project Issues and Risks

	Sequence
	Role

	1.
	Michelle Whalen, John Manos, Lei Wu

	2.
	Steve Baiera

	3.
	Marianne Wilcox

	4.
	Bill Hartnett
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