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	Project Overview


Describe the background and context for the project and why it is being undertaken. Speak to the business value of the work being performed. The project overview may be similar to or the same as the project overview given in the scope statement.  (Remove this comment section from final document.)
The project overview will be given here.  

	Stakeholders Roles, Responsibilities, and Contact Information


It is important to understand who the stakeholders are on the project. Modify as appropriate.  List the major project roles and the actual people involved.  Project stakeholders are not limited to those people on the project team.  Stakeholders can also include customers, the public, executive management, etc.  Specify contact information for each stakeholder.   (Remove this comment section from final document.)

	Role
	Name/Title/Organization
	Phone
	E-mail
	Responsibility

	Presiding Judge/Sponsor
	
	
	
	

	Executive Management
	
	
	
	

	Committee(s)
	
	
	
	

	CIO; County IT Mgr
	
	
	
	

	Technology Team
	
	
	
	

	Business Division Head
	
	
	
	

	Business Mgr/Team Member
	
	
	
	

	Outside Courts
	
	
	
	

	Other State/Local Agencies
	
	
	
	

	Project Team
	
	
	
	

	Consultant(s)
	
	
	
	

	Court Internal Divisions
	
	
	
	

	PMs of Dependent Projects
	
	
	
	

	Operations contact
	
	
	
	

	Support contact
	
	
	
	

	Community 
	
	
	
	

	Media 
	
	
	
	


	Communications Matrix


Fill in the communications matrix using the stakeholder list above.  Modify as appropriate.  ie, if your project dictates quarterly reports to executive management, add a “Quarterly” column under Communication Frequency.  (Remove this comment section from final document.)
The communication matrix will identify the who/what/when/how for standard communication activities on this project and will be stored with the project documentation.
	Stakeholders
	Communication Frequency
	What to Communicate
	Format of Communication

	 
	Wkly
	Bi-Wkly
	Mo’ly
	Goals/ Value
	Milestones/ Progress
	Risks/ Issues
	Budgets
	Staf-fing
	Written
	Meeting

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	1-on-1
	Group

	Presiding Judge/Sponsor
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Executive Management
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Committee(s)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CIO/County IT Mgr.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Technology Team
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Business Division Director
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Business Mgr/Team Member
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Outside Courts
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other State/Local Agencies
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project Team
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Consultant(s)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	County Internal Divisions
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PMs of Dependent Projects
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Operations contact
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Support contact
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Community (via Communications Officer)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Media (via Communications Officer)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Project Manager Communication Responsibilities


As project manager, you are responsible for your team’s communications.
Think of yourself as a clearinghouse for:
· Information about respective responsibilities

· Information to help the team work together efficiently and effectively

· Status information for identifying and solving problems and setting priorities

· Information regarding management decisions

· Information from the customer

· Information from stakeholders
· Information from project team members
· Any other information that may affect the business environment of the project

· Any other information that may affect people’s work assignments
· Create the plan and ensure buy-in on scope of responsibilities 
· Reference the list often as a reminder of all of the critical responsibilities that should be covered
	References


Provide any reference links for each Communications Plan.  
 (Remove this comment section from final document.)

1.  Project Management Methodology and Communication Plan/Guideline:  

2.  Collaboration Space:

(identify here:  Shared drive, Intranet/Internet URL, etc.)

3.  Identify email distribution lists here:
	Appendix A


(Optional)  Appendices may be added at the project manager’s discretion but are not mandatory.
 (Remove this comment section from final document.)  
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