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Glossary


The following are definitions of terms, abbreviations and acronyms used in this document.

	Term
	Definition

	CIO
	Chief Information Officer

	PM
	Project Manager

	PGM
	Programme Manager

	
	

	
	

	
	


Version Numbering


Document versions numbered “1a, 1b”, are draft status and therefore can be changed without formal change control. Once a document has been formally approved and issued it is version numbered “Issue 1” and subsequent releases will be consecutively numbered, following formal change control. The version number appears in the footer of every page.

1.0 Introduction
The purpose of this document is to define the communication mechanisms and methods that will be required during the lifecycle of Project XYZ 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 Communications Roles & Responsibilities

	Title
	Responsibility
	Role

	Project Manager
	Kevin Brady
	Responsible for the implementation of the project communications plan and it maintenance. Making sure effective and “fit for purpose” communications take place throughout the projects life cycle.

	Senior Responsible Owner (SRO)
	Bill White
	Accountable for the effective implementation of the project communications pan and its maintenance. Making sure that effective project communication takes place throughout the project lifecycle 


3.0 Communications Planning & Feedback

Communications planning involves proactively determining the information needs of XYZ Project stake holders:-

· What information needs to be collected and when
· Who needs the information, when and in what form. 

In order to achieve the above objectives the communications planning process attempts to identify and categorise the following elements:-

· Stakeholders internal and external to the project

· Their level of interest in the project and its outputs

· Level of influence over the Projects Direction

· The communication channels which will be used to communicate to stakeholders

· Relate all of the above points into a communications matrix (section 7) so that communications can be initiated.

Once initiated the XYZ Project Manager will at regular intervals seek feedback on the performance of the Projects Communications from all participating and identified project stakeholders.

4.0 Stakeholder Interest Map

	Interest

 Area >>
	Government Gaming Regulation
	Public Opinion
	Media 
	Project Progress
	Project Budget Performance
	Resource Management
	Website Capability

	Senior User
	No
	No
	No
	No
	No
	No
	Yes

	Change Manager
	No
	No
	No
	Yes
	Yes
	No
	Yes

	Bank
	No
	No
	No
	Yes
	Yes
	No
	No

	Marketing Department
	No
	Yes
	No
	Yes
	No
	No
	Yes

	Senior Responsible Owner (SRO)
	Yes
	Yes
	Yes
	Yes
	Yes
	No
	Yes


Example of typical stakeholder map for the building of a new commercial Gaming Website
5.0 Communication Channels

Day to Day Formal Communications

· Email – To be used as a day to day communications tool. 

· Instant Messaging – Chosen Messaging tool is Skype

· Feedback Via Comments - Section of Shared Project Space
· Announcements via Shared Project Space.

· One on One Face to Face Communication

· Group Meetings – Project Team, Project Board

Key Governance Meetings

Project Board
	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: Bill White – Senior Responsible Owner (SRO)
· Senior User – Catherine Tipper 
· Project Manager – Kevin Brady
· Lead Software Vendor - Robert Blair (VPC Ltd) 

	Frequency
	Weekly on Thursday with daily checkpoint meetings

	Location
	TZM Services London Office

	Duration
	45 minutes

	Inputs
	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


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

	Attendees
	· Chair: Kevin Brady Onsite Project Manager 

· Team Leader Terry Go
· Project Team: 
Rodger Rocket Lead Developer & Tonny Love Lead Web Developer

	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


Project Plans

·  Current and Future Project Plans – Available through shared project space.
Status Report 
· Status Overview
· Milestone Tracker
· Budget Overview
· Earned Value Profile

· Deliverables Achieved

· Deliverables Delayed
· Top 10 Risks /Issues
· Risk & Issue Performance Metrics
Quality Management Report
· Risk & Issue Management QA
· Governance QA

· Communications QA

· Cost Control and Budgeting QA
· Project Planning QA

· Resource Management QA

6.0 Stakeholder Interest & Level of Contact Guide
 







7.0 Stakeholder Communications Matrix

The following outline the identified stakeholder detailed in section 3 and relates their areas and levels of interest to the communication channels available to the project and the frequency of these communications.
	Stakeholder
	Interest Areas
	Level of Interest
	Communications Channels
	Delivery Frequency
	Communicator/s

	Senior Responsible Owner (SRO)
	Government Rules & Regs, Project Performance, Budget Performance, Public Opinion, Website Capability
	Key Player
	· Email – Direct on-demand contact  
· Instant Messaging – Direct on-demand contact

· One on One Face to Face Comms

· Group Meetings – Project Board

· Project Status Report

· QA Status Report
	Weekly – Face to Face One on One, Project Status Report
Twice a Month – Project Board

Quarterly – QA Project Status Report
	Project  Manager – Status Report

QA Manager – QA Report 

Project Board Members


	Senior User
	Website Capability
	Active Consultation
	· Group Meetings – Project Board
· Project Status Report
	Weekly – Status Report 

Twice a Month – Project Board
	Project Manager

Project Board Members

	Bank
	Project Performance, Budget Performance
	Active Consultation
	· Group Meetings – Project Board 
· Project Status Report
	Weekly – Status Report
Twice a Month – Project Board
	Project Manager

Project Board Members

	Marketing Department 
	Project Performance,  Public Opinion, Website Capability
	Active Consultation
	· Group Meetings – Project Board 

· Project Status Report 
	Weekly – Status Report
	Project Manager

Project Board Members


8.0 Project Organisation & Communications Interest
The overall governance and delivery team structure is shown in the following diagram:-
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9.0 Communication Guidelines

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

Key Player Communications Strong Buy-in
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Disclaimer 


This document is not based on a real project. The names /roles and organisations and associated department are completely factitious.
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