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Purpose of the Document

The purpose of the Project Communications Plan is to describe the communication requirements of the project, while ensuring that effective communication channels exist between the Project Team, Project Manager, Project Sponsor, and key Project Stakeholders.

Mandatory Communications

The following sections describe the mandatory communications that have been established for the project.

Kickoff Meeting

The purpose of the kickoff meeting is to formally notify all stakeholders that the project has begun and make sure everyone has a common understanding of the project objectives and major milestones.  The key stakeholders will be introduced and preliminary discussions will take place regarding project communications.  During this meeting, the Project Manager will be introduced to the customer.
Task Review Meetings

When possible, teams should hold daily task review meetings (as appropriate for the phase of the project and lasting less than 30 minutes) to ensure everyone is working on asking tasks, the project is moving forward, and there are no new issues or risks. Meeting attendees should include representatives from all areas involved in the project.
Team Status Meetings

The status meetings ensure that all team members understand the overall status of the project and participate in the analysis of variances between the current project status and the Project Plan. During the meeting, the team may discuss any issues and risks that are new or have been identified previously and need a status update. Team status meetings should be held a minimum of once per week.

Executive Review Meetings

The executive review meetings are held once per month to review the status of the project with Appriss management.  The purpose of the meeting is to inform management of the status of project deliverables and elevate any issues that have a major impact to the project budget or schedule.

Status Reports
The Project Manager reports project status to the Sponsor and Key Stakeholders using the Stakeholder Status Report. This report includes the status of milestones and deliverables, change requests, and issues, as well as current and upcoming accomplishments and any other relevant information about the project status. Stakeholder Status Reports should be distributed on a weekly basis.
	Target Group:
	Sponsor, Key Stakeholders

	Owner:
	Project Manager

	Frequency:
	Weekly

	Information Reported:
	Accomplishments, forecasts and issues


Informal Discussions with Stakeholders and User Groups

If the information contained in the weekly reports is not sufficient, or the Stakeholder requests additional information, the Project Manager or members of the Project Team will meet with managers and user groups in their respective work areas informally in one-on-one situations to inform them of the ongoing project status, to reinforce the benefits of the project to them, and to gather feedback for further project improvement.

	Target Group:
	Stakeholders, User Groups

	Owner:
	Project Manager

	Frequency:
	As required

	Feedback:
	Meeting notes will be distributed to appropriate parties within 2 business days.


Project Planning and Control Documentation

The Appriss Project Management Methodology includes several documents used to control or plan certain activities. These documents can also be used to communicate with Stakeholders.

Project Requirements Document (PRD)

The Project Requirements Document identifies and prioritizes detailed business requirements, including processes, screens, reports, letters, etc., within the scope of the project.  Signatures from the Project Sponsor, Project Manager and customer are required.
	Target Group:
	Sponsor, Customer

	Owner:
	Project Manager

	Frequency:
	One time

	Document Format:
	MS Word


Project Schedule

The Project Schedule shows a breakdown of tasks by phase, phase deliverables, completed timeframes, and resource assignments.

	Target Group:
	Project Team

	Owner:
	Project Manager

	Frequency:
	As required

	Document Formats:
	MS Project, PDF, HTML, MS Excel


Implementation Plan
The Implementation Plan outlines the implementation approach and status for each agency participating in the project.  
	Target Group:
	Sponsor, Key Stakeholders, Project Team

	Owner:
	Project Manager

	Frequency:
	As required

	Document Format:
	MS Excel


Requirements Traceability Matrix (RTM)

The Requirements Traceability Matrix provides a cross-reference between the requirements in the PRD that combine to form the total definition of the application. Its purpose is to confirm that all requirements are being addressed, as well as to provide a means for tracking progress in the development of the application.

	Target Group:
	Project Team

	Owner:
	Project Manager

	Frequency:
	Updated at least weekly

	Document Format:
	MS Excel


Risk Management Plan and Risk Register
The Risk Management Plan and Risk Register identify project risks and their impact, as well as actions to help mitigate risk to minimize or avoid a negative impact, or to maximize or ensure a positive impact. The Risk Register identifies the strategies to be used to ensure project success if specified or unknown risk events occur. 
	Target Group:
	Sponsor, Key Stakeholders, Project Team

	Owner:
	Project Manager

	Frequency:
	As needed

	Document Formats:
	MS Word


Training Plan

The Training Plan defines the training approach, training resources needed, types of training to be provided, and training schedule for users and supporters of the completed project.

	Target Group:
	Sponsor, Key Stakeholders, Project Team

	Owner:
	Account Manager

	Frequency:
	One time

	Document Format:
	MS Word


Test Plan

The Test Plan defines the testing approach, types of testing to be performed (unit, integration, system, acceptance, etc.), resources needed, test environment requirements, problem-tracking approach, test scripts and scenarios, and the associated testing schedule.

	Target Group:
	Sponsor, Key Stakeholders, Project Team

	Owner:
	Project Manager, Project Engineer 2, SIS, Human Factors

	Frequency:
	One time

	Document Format:
	MS Word


Issues Log

The Issues Log will list all issues which affect the project. For each issue, it will include the nature of the impact and the planned action or resolution for the issue.

	Target Group:
	Sponsor, Key Stakeholders, Project Team

	Owner:
	Project Manager

	Frequency:
	As required

	Document Format:
	MS Excel


Scope Management Plan and Project Change Control Document

The Scope Management Plan describes how changes to the project will be handled. It allows for requested changes to be submitted via a Project Change Control Document, which includes a description of the change requests and expected benefits.  Signatures are required on the Project Change Control Document from the Project Sponsor, Project Manager and customer.
	Target Group:
	Sponsor, Customer, Project Team

	Owner:
	Project Manager

	Frequency:
	As required

	Document Format:
	MS Word


PROJECT LIBRARY

All project documents will reside in a Project Library for easy access by the project team.  The file library will be located in the following directory:

K:\project\Project Reports\Project Engineering\Pennsylvania VINE Statewide
BILLING PROCESS

The Billing Process will be determined at the beginning of the project.  The billing contacts will be listed in this document.  In addition, the high-level billing milestones will be determined and listed in this document as well.
Billing Contacts
Appriss Billing Contact:

Katrina Green

10401 Linn Station Road

Louisville, KY 40223

502-815-3839

kgreen@appriss.com
Billing Method
See contract
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