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1.0 Introduction
Clarety has been asked to compile requirements for the XYZ Project.
The purpose of this document is to define the communication mechanisms and methods that will be required during the life of this requirements gathering exercise currently targeted to complete on 05/12/08.
This document covers the project communication between Clarety and TZM SERVICES Telecommunications only. 
Other areas like resource management, scope management, risk & issues management, planning & dependency management will not be discussed in this document.
2.0 Communication Management process
Processes required ensuring timely generation, collection, dissemination, storage, retrieval and ultimate disposition of project information to relevant stakeholders. These processes provide critical links among people and data necessary for the successful communication. The communication management covers the processes listed below:
· Communication planning – Identify the stakeholders, determine the information and communication needs, expectations and resolve the issues.
· Project structure – Project organisation structure, escalation paths.

· Status Reporting - Collecting and distributing status reporting information available to project stakeholders in a timely manner. 
· Meeting schedule – Project meeting schedule with TZM Services and Clarety meeting schedules.
2.1 Communications planning

Communications planning involves proactively determining the information needs of TZM Services stake holders, what information needs to be collected and when, who needs the information, when and in what form. This process also covers methods used to gather and store information, Limits, if any, on who may give direction and to whom, reporting relationships, list of contact information of all stakeholders, schedule for distribution of information, provides a method to update the communications management plan as the project progresses.

Responsibilities of the onsite Clarety Project Manager:
· Ownership of the project status reporting.

· Setting up and managing the processes required for the Communication Management aspect of this project.

· Communication owner and as such will be responsible for updating status reports, setting up meeting schedule details, communication plan, actions register and meeting notes.

· Ensure that meeting invites are sent in advance to relevant stakeholders and acceptance of attendees. 

· Set-up recurring meeting invites for scheduled meetings with a look ahead up to 3 weeks with Meeting agenda, attendance, minutes and action items. 

2.2 Project Organisation

The overall governance and delivery team structure is shown in the following diagram:-
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2.3 Project Escalation Paths

2.3.1 Escalation – TZM Services
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Escalation Procedure: 
1. Requirements team via weekly risk /issue meeting should try to resolve risks & issues locally.

2. Risks /Issues which cannot be resolved locally are escalated to the Clarety onsite Project Manager via the risk /issue log.
3. The Clarety site Project Manager must then escalate un-resolvable risks /issues to the TZM Services Programme Manager for escalation if necessary to the project sponsors. 

4. Should the Clarety onsite Project Manager find the escalation process is failing to deliver a smooth and timely project delivery, he has the right at anytime to escalate to the Clarety Client Partner for resolution directly with the projects sponsors?
2.4 Reporting Deliverables, Recipients and Frequencies

Reporting Deliverables:

· Weekly updated Project Plan.
· Weekly Project Status Report.
· Weekly updated Project issues and risks log.
3.0 Meeting details

The intention of this document and the structuring of the meeting schedules are to provide a framework for the flow of information for the XYZ Project. This meeting schedule should facilitate the flow of information from delivery teams up to the project management team and then back to delivery teams. Best practice suggests that this flow happens over a regular cycle generally weekly for projects of this nature and size. 
This document doesn’t cover the country or wave related meetings that delivery teams have with country teams. 
3.1 Meetings with TZM Services
3.1.1 Weekly Project Status Meeting
	Meeting Objectives
	· To exercise management and control of the implementation timeline for the XYZ Project
· To review project status

· To be an escalation point for project issue resolution

· To be an opportunity for the XYZ Project management team members to get together to plan, communicate essential information, discuss issues, and make decisions

	Attendees
	· Chair: Kevin Brady Clarety Onsite Project Manager 
· Clarety: 

· Tim Teasil Account Manager (Senior Business Analyst for this exercise)
· TZM Services: 


· Terry Go Programme Manager

· Bill Hart Business Sponsor


	Frequency
	Weekly on Thursday with daily checkpoint meetings

	Location
	TZM Services London Office

	Duration
	45 minutes

	Inputs
	Weekly Project Status report, including status, risks & issues, dependencies and leadership actions

	Agenda
	· Planning Updates
· Milestones Achieved

· Milestones Missed

· Future Milestones

· Dependencies

· Issues

· Risks

· Project Communications

· Leadership Actions Review


3.1.2 Weekly Risk /Issue Meeting
	Meeting Objectives
	· To validate all the High priority Risks/Issues and take appropriate actions accordingly.

	Attendees
	· Chair: Kevin Brady Clarety Onsite Project Manager 
· Clarety: 

· Dinesh Ramanan Account Manager (Senior Business Consultant for this exercise)
· TZM SERVICES: 


· Terry Go Programme Manager

· Sarah Stone Business Consultant 
· Brent Shoesmith Tech Architect

	Frequency
	Weekly – Only if necessary !!

	Location
	TZM Services London Office

	Duration
	45 minutes

	Inputs
	Risks / Issues & KWA Log

	Agenda
	· Review progress on existing risks /issues /assumptions
· Update tracking

· Identify new Risks /Issues & KWA’s and assign resolution ownership


3.1.3 Weekly Planning Update Meeting
	Meeting Objectives
	· Update project plan with actuals.

	Attendees
	· Chair: Kevin Brady Clarety Onsite Project Manager 
· Clarety: 

· Tim Teasil Account Manager (Senior Business Analyst for this exercise)
· Terry Go Programme Manager



	Frequency
	Daily

	Location
	TZM Services London Office

	Duration
	30 minutes

	Inputs
	Project Plan

	Agenda
	· Review progress against project plan

· Implement plan updates
· Elaborate future sections of the plan

· Review dependency status


4.0 Communication Guidelines

4.1 Meeting Guidelines

· All the participants should arrive on time

· All inputs should be shared in advance

· Mobile phones to be kept in silent mode
· Laptops should be kept closed – bar minuter

· Only one speaker at a time

· Minutes and actions must be produced after the meeting
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