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1 Introduction

A key to a successful project is clear and consistent communication, both within and outside the project teams.

The Project Communication Plan defines the overall communication methods and processes for sharing project information and communicating to relevant outside bodies, inter-dependent projects.

2 Communication Plan Scope

This plan covers the following topics: -

· Meetings (Internal)

· Meeting agendas and minutes

· Status reports

· External Communication process

2.1 Meetings (Internal)

All meetings are conducted on a regular and formal basis.

An appointed person chairs the meetings; minutes are taken of the proceedings, agreements and actions made.

The minutes are stored in the Meetings and Minutes folder within the Project Management folder on the shared network drive.

See:
‘x:\SAP\Finance\Project Management\Meetings and Minutes’, or
‘x:\SAP\Retail, Mail Order and Wholesale\Project Management\Meetings and Minutes’
2.1.1 Steering Committee

The Steering Committee convenes on a 4-weekly basis. It is scheduled and controlled via the xxxxx IT Manager. The meeting is formal and minutes are taken and actions recorded.

The meeting style is ‘Reporting by Exception’.

Their remit is as follows: -

· “Championing” the project throughout the business

· Committing the required resources to the project

· Monitoring the progress and the organisational impact of the project

· Empowering the core project team to make decisions

· Prioritising / resolving escalated issues

· Monitoring / assessing risks and agreeing mitigation strategies

· Generating timely decisions

Whenever there is a requirement for an additional meeting (i.e. at specific milestones or where particular issues or decisions must be addressed then the Steering Committee chairperson will call an ad‑hoc meeting).

The Steering Committee meetings are scheduled for the following dates: -

· Monday 28/mm/20nn  15:00 – 15:45

· Monday 19/mm/20nn  15:00 – 15:45

· Monday 23/mm/20nn  15:00 – 15:45

· Monday 04/mm/20nn  15:00 – 15:45

· Monday 01/mm/20nn  15:00 – 15:45

· Monday 29/mm/20nn  15:00 – 15:45

2.1.1.1 Standard Agenda

· Approve the minutes of the previous meeting

· An update on any outstanding actions from the last meeting

· Discuss the project progress versus the plan

· Discuss any issues, scope changes, risks that must be escalated

· Formally signed off the latest set of deliverables

· Review assignment of actions

· Agree the date of the next Steering Committee meeting

· AOB

2.1.1.2 Attendees (Mandatory): -

· Project Sponsor – Bob Burrows

· Senior Business User – Mark Mason

· Senior IT Representative – John Jones

· Project Manager – Geoff Green

2.1.1.3 Attendees (Optional): -

· Consultancy Account Manager – Rob Robinson

· Supplier Account Manager – Jonathan Jackson

· Directors – Steve Smith, Wendy Watson, Nick Noakes

2.1.2 Project Team Meeting

The Project Team meets on a fortnightly basis. The meetings are formal and minutes are taken and actions recorded.

The purpose of the meeting is to monitor progress of the relevant work streams within the project and take decisions on issues raised.

The meetings are scheduled for 11:00 every other Friday.

The schedule is: -

· Friday 18/06/20nn

· Friday 02/07/20nn

· Friday 16/07/20nn

· Friday 30/07/20nn

· Friday 13/08/20nn

· Friday 27/08/20nn

· Friday 10/09/20nn

· Friday 24/09/20nn

· Friday 08/10/20nn

· Friday 22/10/20nn

· Friday 05/11/20nn

· Friday 19/11/20nn

· Friday 03/12/20nn

· Friday 17/12/20nn

· Friday 14/01/2005

· Friday 28/01/2005

· Friday 11/02/2005

· Friday 25/02/2005

· Friday 11/03/2005

· Friday 25/03/2005

The Project Manager reports back to the Steering Committee on a 4-weekly basis (See 2.1.1 Steering Committee) regarding progress and any issues.

Whenever a deliverable has been completed, the Project Manager requests approval and acceptance of the deliverable by the Steering Committee.

2.1.2.1 Project Team Meetings (Weekly)

· Appoint a minutes secretary on a round-robin basis from within the team

· Approve the minutes of the previous meeting

· Update any outstanding action since the last meeting

· Discuss the project status versus the plan

· Confirm the deliverable status

· Review any issues, scope changes, risks

· Review future resource requirements

· Review assignment of actions

2.1.2.2 Attendees: (Mandatory)

· Project Manager – Geoff Green

· Consultants
 – Gerry Jones, David Davies, John Jones, Peter Peters, Jan Jacks, Paul Poulson, Chris Christian

· Users – Caroline Carter, Nick Nichols, Mark Mason, Sam Sinclair, Eric Evans, Gail Garrett and Becky Bamford

2.1.2.3 Attendees (Optional)

· Cliff Clarke

2.2 Status Reports

Every Friday each Team leader (both SAP lead & User Team Lead) will provide their weekly written progress – emailed 24 hours beforehand - in the event that the person cannot attend the Project Team meeting.

The project manager creates a consolidated weekly progress report for the Steering Committee’s Senior IT Representative.

2.3 External Communication Process

Whilst the internal communication process is the responsibility of the Project Manager, the Steering Committee is responsible for all external communication.
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