
SAMPLE

Program Implementation Communication Plan 

	Week/Date
	Owner
	Audience
	Media
	Item/Content/Text

	Project Management Communication & Administration
	

	Bi-Weekly, on Friday 
	Smith / Jones
	Department Managers 
	E-mail
	Bi-Weekly Project Progress Report

Contains executive summary of issues and progress, detail of issues w/status and target implementation date.

	Weekly on Friday 11:00 am PT
	Smith / Jones
	Records Project core team
	Conference Call
	Weekly Records System Issues Meeting



	Monthly – First Thursday of each month
	Project Manager
	Executives
	Report via Email
	Monthly Executive Progress Report  - Records Project

Contains executive summary of issues and progress, detail of issues w/status and target implementation dates. Other special information relevant to the Executives may also be included.

	Implementation Communication 
	

	May xx, 2010

	Smith / Jones
	Department Heads
	Email
	Records Program Implementation Kickoff Announcement
<text of email to go here>


	May xx, 2010
	Project Manager
	Department Heads
	Presentation
	Records Program Implementation Kickoff Meeting

Meeting to formally kickoff the implementation of the record retention program. How to use the RRS, Disposition of records, etc.

	May xx, 2010
	Smith / Jones
	Department Heads
	Email
	Records Management Training Announcement

Email to announce the objective, date and times of staff training for use and understanding of the Record Retention Policy and Schedule.

	May xx, 2010
	Project Sponsor
	Department Heads
	Email
	Record Transfer and Destruction Guidelines
Email advisement on the process to use when a record retention period is due and how to properly request destruction of records.
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