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1. Introduction

1.1 Purpose

The purpose of the Communication Plan is to capture how communications will be managed throughout the project life cycle. 
The Communication Plan describes the planned and periodic communications occurring between all the <Project Name> Project stakeholders.  This plan also covers scheduled written and oral communications, responses to unsolicited requests for information, the frequency of the scheduled communications, and the responsible person(s) for providing the information. The Communication Plan is an integral part of the overall Project Management Plan and will be used to provide guidance to the <Project Name> project.

1.2 Scope

This Communication Plan identifies the activities, processes, and procedures used to manage this Communication Plan.
The Communication Plan identifies the procedures used to manage communication for the <Project>. The plan focuses on formal communication elements. Other communication channels exist on informal levels and enhance those discussed within this plan. This plan is not intended to limit, but to enhance communication practices. Open, ongoing communication between stakeholders is critical to the success of the <Project>.
1.3 References

1.3.1 Project Centralized Document Repository 
If applicable, indicate the name of the document management tool the project is using.  If the project is not using a specific tool, list any relevant documents that can be used as references for this document and its corresponding location.  A copy of all project management plans, control agency approval documents, and project status reports must be saved into the IT Project Management Office (PMO) centralized document repository.  These files are located on the network in the directory N:\PMO – New.
1.3.2 External References

PMBOK Guide, 3rd Edition, Section 10 - Project Communication Management
1.4 Document Maintenance

This document will be reviewed quarterly and updated as needed, as the project proceeds through each phase of the system development life cycle. If the document is written in an older format, the document should be revised into the latest PMO template format at the next quarterly review. 

This document contains a revision history log. When changes occur, the document’s revision history log will reflect an updated version number as well as the date, the owner making the change, and change description will be recorded in the revision history log of the document. 

2 Participants Roles and Responsibilities 

This section describes the roles and responsibilities of the <Project Name> staff with regard to the Communication Plan. In this section, briefly describe the project organization, as it pertains to the flow of communication internally (vertically and horizontally), and relationships between the project team, the project sponsor, and the prime contractor (if applicable). This section will also identify the oversight agencies and other stakeholders that will be involved in managing communications. 

A full list of general roles and responsibilities are contained in the Staff Management Plan.
2.1 Project Structure

The Organizational chart is very useful in clarifying the Project Structure.
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2.1.1 Steering Committee

If the project has a committee, this section should be added. Describe the role of the committee in issue resolution, escalation and dispute resolution.  The following is an example: 

The <Project Name> committee will provide strategic direction, and resolve conflicts or expedite a process that is not resolved at a lower level. The committee is responsible for providing and maintaining the necessary resources needed for the successful completion of the <Project Name> project. Also the committee will provide leadership, support, and assist in implementing departmental policies as required to support the <Project Name>. 
The committee will primarily communicate and provide direction through the project sponsor. At times the committee members will have direct communication with the <Project Name> project manager for quick responses to inquiries and through meetings. The committee has the responsibility to ensure that the Caltrans Director and <Project Sponsor> are provided information on the <Project Name> project. Members help to ensure the success of the project strategy by sharing project information with the stakeholder groups they represent.
List the organizations who participate in the committee, including names and their roles.
2.1.2 Project Sponsor

This section should summarize the sponsor’s involvement in communications. 
The project sponsor is responsible for the success of the project and ensuring that project-related program policies are implemented. The project manager and project sponsor frequently communicate on project status, issues, and risks. The sponsor is the point of contact for federal and state agencies and the state legislature regarding program policy issues. Communication regarding project status and all program policies and decisions on issues with statewide impact is conducted in coordination with the PMO. 
The <Project Name> project sponsor will provide direction and resolve issues that impact the project schedule, budget, or scope. The project sponsor will work with the PMO, project manager, technical and business project leads, and the <Project Name> vendors to achieve solutions and reduce or mitigate risks. 

The project sponsor will keep the committee apprised of the project status.  
The project sponsor will meet with the <Project Name> project manager as needed to review project progress and to provide needed guidance, resources, and funding support. 
2.1.3 Project Director

This section should summarize the project director’s involvement in communications.

The Project Director is responsible for planning, directing and overseeing the project, and ensuring that deliverables and functionality are achieved as defined in the Project Charter, funding documentation, and subsequent project plans. The Project Director is also responsible for the management of all resources assigned to the project, serves as the primary liaison between the project and the Project Sponsor and the Steering Committee, and escalates decisions and issues as needed. The Project Director coordinates project related issues with other efforts, reviews and resolves project issues not resolved at lower levels, and directs the project management functions.
2.1.4 Project Manager
The project manager generally manages the project communications. 
The <Project Name> project manager is responsible for communicating status for scope, schedule, and cost, as well as monitoring, controlling, and communicating the risks.  The <Project Name> project manager has the responsibility to ensure that all information related to the <Project Name> project is consistent, correct, accurate, and timely. The <Project Name> project manager will review and approve all information being provided to the various stakeholders, including the legal office, IV&V, IPOC, and any external agencies.  The project manager will ensure continued user involvement and requirements remain relatively stable throughout the <Project Name> project.  The <Project Name> project manager reports directly to the <Project Name> project sponsor.
2.1.5 Advisory Committee

This section should summarize the advisory committee’s involvement in communications. 

The roles and responsibilities of the <Project Name> Advisory Committee are:  

· Provide leadership and direction.

· Review progress, risks, and issues and recommend resolution.

· Make recommendations to the project sponsor.
· Assure <Project Name> implementation by educating district and program staff, provide means for training, and support implementation efforts.
2.1.6 Business Project Team

This section should summarize the business project team’s involvement in communications. 

· Define requirements.
· Perform user testing.

· Accept products and solution.
2.1.7 Technical Project Team

If applicable, indicate how the <Project Name> technical project team assists the project with communications and what communications the project receives from the technical project team.
The <Project Name> technical project team will be responsible for the successful development, documentation, data conversion, implementation, and ongoing operational support of the <Project Name>. The technical team will also be responsible for developing, providing, and conducting training to the state for the <Project Name> project. The <Project Name> technical team will deliver a system that meets all the functional requirements of the contract. The <Project Name> technical team shall deliver the system per the schedule that will be described in the state approved <Project Name> Project Management Plan. The <Project Name> technical project lead will oversee the other technical personnel working on the solution, including any contractors and sub-contractors. The <Project Name> technical project lead is responsible to report any issues impacting the project, provide recommendations to resolve issues, and assist the project manager in successful implementation of the <Project Name> project.

The <Project Name> technical project lead will report directly to the <Project Name> project manager and provide all project information to them. The <Project Name> technical project lead will be responsible for collecting and gathering all <Project Name> related information from the subcontractors under their current contract. 

2.2 Oversight
If applicable, indicate the oversight agencies that will be involved in the project and their specific responsibilities.

2.2.1 Office of the State Chief Information Officer

The Office of the State Chief Information Officer (OCIO) is a cabinet-level agency with statutory authority over IT strategic vision and planning, enterprise architecture, policy, and project approval and oversight.  The responsibilities of the OCIO are to review, approve, and monitor IT project investments.
.
2.2.2 IT Project Management Office

The PMO provides direction and stewardship of Caltrans IT project portfolio.  This responsibility includes developing, managing, and monitoring policies, methodologies, processes, and standards for proposed project concepts, feasibility studies, and approved projects.  The PMO provides guidance and support in the areas of project management and IT methodology and standards, receives project status information, and acts as the liaison for communications with the OCIO on project issues.
2.2.3 Independent Verification and Validation Consultant

The role of the Independent Verification &Validation (IV&V) consultant is to perform reviews and assessments of the system engineering deliverables to ensure that the product meets the intended objectives and requirements specified in the FSR and the RFP.  Typically the IV&V consultant reports to the advisory committee an independent assessment on the progress of a project including risks, issues, and problems that may impact the achievement of program and project objectives. Activities include periodic progress reports, requirements traceability, and specific technical assessments encompassing the entire system development life cycle of the project.

2.2.4 Independent Project Oversight Consultant

The role of the Independent Project Oversight Consultant (IPOC) is to perform independent periodic assessments of project management activities to identify areas that may need improvement to better ensure project success.  Responsibilities of the IPOC include but are not limited to:

· Review and evaluation of project management deliverables, including quality assurance, project management, risk management plans, and supporting activities for compliance with standards, processes, and procedures.

· Independent risk assessments and performance monitoring through the use of project metrics (e.g. earned value metrics, software testing metrics, etc.).

· Independent evaluations of the project schedule and reports offering recommendations to the project.

· Review of IV&V deliverables.

· Monitoring, reviewing, and advising the project team on all risk related activities.
· Developing and providing independent project oversight reports (IPOR) to the OCIO.
2.2.5 State Legislative Analyst’s Office
If applicable, this section should indicate the Legislative Analyst’s Office involvement with the project.

The Legislative Analyst’s Office (LAO) serves as oversight for the state Legislature to ensure that the executive branch is implementing legislative policy in a cost efficient and effective manner.  Historically, one of the most important responsibilities of the LAO has been to analyze the annual Governor's budget and publish a detailed review at the end of February. This document, the Analysis of the Budget Bill, includes individual department reviews and recommendations for legislative action.  The LAO may require departments to submit reports annually, or at their request, on specific aspects of IT projects.
2.2.6 Department of Finance

The Department of Finance (DOF) provides oversight and funding approval of state planned IT project expenditures.  The DOF will provide:
· Review and approval of all proposed IT project budget change proposals and finance letters.

· Assist in ensuring project funding issues are identified to Caltrans executives and the PMO.
2.2.7 Department of General Services

The Department of General Services (DGS) provides acquisition support and procurement guidelines to state IT projects as outlined in the State Contracting Manual.  The responsibilities of the DGS are:

· Ensure that the appropriate terms and conditions are included in the contract.

· Assist with negotiation of contracts and obtain any applicable waivers.

· Provide review and approval of IT Procurement Plans.

· Provide RFP development support and serve as primary point of contact with contractors through bid and proposal efforts.

· Provide bid evaluation facilitation and assist with developing evaluation criteria and selection of contractors.

· Facilitate and assist with the preparation of bidder’s conferences.

· Assist with hardware and software acquisition.

2.3 Stakeholders Identification
List the stakeholders vested in the project.  Consider the communication needs of stakeholders that will be the system end users, as well as others that could influence the outcome and success of the project. Typical stakeholders include federal partners, the system users, interfacing programs or organizations, advocates, and unions. 
	Name
	Title
	Program
	Contact
	Role
	Comments

	Joe Smith
	Manager
	IT
	916-555-5555

joe@dot.ca.gov  
	Steering Committee Member
	Comments

	Jane Doe
	Business Analyst
	Administration
	916-555-5556
	Project Team
	Comments


3 Communication Process

3.1 Informal

Informal communications consist of e-mail, conversations, or phone calls and serve to supplement and enhance formal communications. Due to the varied types and ad-hoc nature of informal communications, they are not discussed in this plan.

3.2 Formal

The <Project Name> Project will engage in various types of formal communication. The general types and their purpose are described below. 

3.2.1 Status Meetings

There are five basic types of status meetings for the <Project Name> Project: 
1. Status meetings internal to the <Project Name> business team to discuss assignments, activities, and to share information; 
2. Status meetings and reports between the <Project Name> business team, and the technical project team; 
3. Advisory Committee meetings with the project sponsor, project stakeholders, and project manager to review progress, risks, and issues;

4. Status meetings and reports between the <Project Name> project sponsors and the steering committee; and 
5. Status meetings and reports to stakeholders, such as oversight agencies.
3.2.2 Status Reports

A variety of status reports will be produced during the project. The status reports will be produced on regular intervals to provide stakeholders project information on the status and progress of the <Project Name> project. At a minimum the reports will contain:

· Project status on major activities

· Project schedule
· Budget and cost tracking
· Status of issues and risks
· Health status
· Status of action items, if applicable.

· Future or planned activities

The intent of the status reports is to inform stakeholders of the project’s progress and keep them actively involved in the project. The information provided will contain enough detail to allow stakeholders to make informed decisions and maintain oversight of the project.
3.3 External Communication

This section describes the Caltrans policy regarding inquiries from news and print media and other public records requests. This standard policy language can be incorporated for all Caltrans IT projects.  Please note that for some projects, communications may need to be vetted through the Caltrans Legal Office.
3.3.1 News and Print Media

Project staff is not allowed to communicate with the media unless prior approval or direction has been granted from the <Project Name> project sponsor. If a news or print media requests an interview or information, project staff must inform the project manager who will immediately contact the project sponsor.  The <Project Name> project sponsor will contact the Caltrans Division of Public Affairs. 

3.3.2 Public Inquiries and Public Records Requests

A public records request should be made in writing, unless the request involves records that are maintained by the project for the purpose of immediate public inspection, and should sufficiently describe records so that project personnel can identify, locate, and retrieve the records.  Public records maintained by the project will be available for inspection by members of the public during regular business hours of the project. Requests for inspection or copying of public records should be directed to the Division of Public Affairs and should be specific, focused and not interfere with the ordinary business operations of the project.  Public Affairs will contact the appropriate California Public Records Act (CPRA) Coordinator for IT at Caltrans.  If you are contacted by individuals for copies of any public record, please advise them to contact Public Affairs.  Public Affairs will work with the appropriate CPRA coordinator to respond to the requester. The operational functions of the project will not be suspended to permit inspection of records during periods in which project personnel in the performance of their duties reasonably require such records. If the request requires review of numerous records, a mutually agreeable time should be established for the inspection of the records.

Occasionally, the project may receive requests from the public for information (e.g., statistics, reports, program information). If the project receives any of these requests, the requestor should be directed to the project manager, who will refer the individual to the appropriate program, agency or department.

The project may refuse to disclose any records that are exempt from disclosure under the Public Records Act. (Refer to Government Code Section 6254.)

Physical inspection of the records shall be permitted within the project’s offices and under the conditions determined by the department. Upon either the completion of the inspection or the oral request of project personnel, the person conducting the inspection shall relinquish physical possession of the records. Persons inspecting project records shall not destroy, mutilate, deface, alter, or remove any such records from the project. The project reserves the right to have project personnel present during the inspection of records in order to prevent the loss or destruction of records.

Upon any request for a copy of records, other than records the project has determined to be exempt from disclosure under the Public Records Act, project personnel shall provide copies of the records to any person upon payment of a fee covering costs of duplication.
4 Communication Management

4.1 Communication Distribution

Various methods will be used to distribute project information and communicate with project stakeholders. The primary method to distribute information will be through the Lotus Notes email system established at Caltrans. Whenever possible, to expedite the dissemination of information, documents will be distributed via email. 

Teleconferencing will be used to the maximum extent possible to communicate to stakeholders in out of town locations. This will help to reduce the amount of travel required and provide for an effective method of communication.

Whatever method is used to distribute information or communicate, the proper precautions and procedures must be followed to ensure safe and protected delivery of information. Any confidential information must be sent through the proper procedures as established by the appropriate policies. The standard order of precedence would be state policies and procedures, Caltrans policies and procedures, and <Project Name> Project policies and procedures in that order. 

4.2 Communication Tracking and Storage

Discuss how communications received by the project are tracked and stored. 

This section shall refer the reader to the procedures for document tracking, naming conventions, and document version control. Also indicate how critical e-mail are stored and if fax transmissions or acknowledgements are retained. 
A copy of all project management plans, control agency approval documents, and project status reports must be saved into the PMO centralized document repository.  These files are located on the network in the directory N:\PMO – New.

Please refer to the <Project Name> Configuration Management Plan, regarding the document management procedures for communication and document naming, tracking, review, storage, retention, and change control.

Written communications received or generated by the project are retained and stored in the project’s library and/or document management tool, depending on the format in which they were received. Project e-mail that document decisions or have pertinent value to the project are stored in the project’s library and/or document management tool and retained for historical purposes. 

4.3 Communication Changes

This section should address changes to the communication process, such as implementing a new or modified report, adding or combining meetings, updating the distribution lists, etc. Indicate what types of changes require approvals, notification of pending changes and where such changes are documented.

Changes to the communication process may be proposed by any recipient or communication creator. The Project Manager must approve the change for it to be approved. Often a draft version will be used to generate discussion with the communication stakeholders prior to making the change official. 

Changes to communication format or content are handled through the normal document change control process. Changes to content must be approved by the respective project lead or manager (depending on the content), and then are disseminated with an explanation of the change. Appropriate revision and version markings are included with the updated version. This Communication Plan will be updated on a quarterly basis.
5 General Information

5.1 Acronyms

	Acronym
	Description

	AIO
	Agency Information Officer

	BCP
	Budget Change Proposal

	CPRA
	California Public Records Act

	DTS
	Department of Technology Services

	ETID
	Enterprise Technology Investment Division

	DGS
	Department of General Services

	DOF
	Department of Finance

	IEEE
	Institute of Electrical and Electronics Engineers

	IPOC
	Independent Project Oversight Consultant

	IPOR
	Independent Project Oversight Report

	IT
	Information Technology

	IV&V
	Independent Verification & Validation

	OCIO
	Office of the State Chief Information Officer

	LAO
	Legislative Analyst’s Office.

	PIER
	Post Implementation and Evaluation Report

	PMI
	Project Management Institute

	PMO
	Project Management Office

	SPR
	Special Project Report


5.2 Glossary

A standard glossary of terms, including the names of all methodologies and stages, is included in the standard Glossary. This section defines additional terms, including those specific to this business or project.

	Term
	Definition
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APPENDIX
Appendix A: Communication Schedule

The following chart describes the planned communications that <Project Name> Project staff is responsible for or participate in. Add additional meetings as appropriate and modify the frequency to meet the needs of the project. Other impromptu meetings occur as needed to resolve issues or problems that arise within the department and with external stakeholders. 
Definitions:


Weekly – One occurrence each week


Bi-Weekly – One occurrence every other week


Monthly – One occurrence each month


Bi-Monthly – One occurrence every other month


Quarterly – One occurrence every three months


Semi-Annually – One occurrence every six months


Annually – One occurrence each year 
	Type of Information
	Prepared By/ Chaired By
	Distribution List/ Participants
	Purpose of Communication
	Frequency
	Transmittal Method

	<Project Name> Project Plan
	Project Manager
	Project Team, PMO
	To articulate project background, scope, roles/responsibilities, risk, deliverables, schedule, staffing, communication, and close-out.
	At project start-up
	Email

	<Project Name>
Project Schedule
	Project Manager
	Project Team,  Sponsor, Customer, PMO
	Document and monitor key tasks, milestones and assigned resources
	As Needed
	Email

	<Project Name>
Kick Off Meeting
	Project Manager
	Project Team, PMO
	The kick-off meeting is used to clarify goals and objectives, individual roles and responsibilities, interdependencies
	Once at project start-up
	Meeting

	<Project Name> Weekly Status Meeting
	Project Manager
	Project Team, PMO
	Discuss status, issues and concerns related to the Project
	Weekly
	Oral presentation, discussions

	<Project Name> Project Sponsor Meeting
	Project Manager
	Project Sponsor, PMO
	Communicate Risk, issues, resource concerns, schedule, deliverables, milestones, etc.
	Monthly
	Meeting

	<Project Name> 
PMO Status Meetings
	Project Manager
	Project Manager, PMO
	Report project status, including significant accomplishments, issues, and costs.
	Distributed prior to the scheduled meeting
	Email, Meeting

	<Project Name> Status Reporting
	Project Manager
	Project Team, Sponsor, Customer, PMO
	Report project progress, milestones, status, risks and issues, etc. 
	Weekly
	Email

	<Project Name> Change Requests
	Project Manager
	Program Staff, Project Sponsor, Project Manager, PMO
	Communicate, receive approval and document status of all change requests.
	As Needed
	Email, Meeting
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