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Sales Reporting Project

Communication Plan

Communication Plan

	Deliverable/Description
	Type
(Man/Mktg/ Info)
	Target Audience(s)
	Delivery Method
	Delivery Frequency
	Who Responsible?

	Project Status Reports
	Mandatory
	Client Manager

Project Advisors
	Project Status Report template e-mailed to audience.
	Weekly
	Beth Campbell

	Vendor Conference Calls
	Mandatory
	Vendor
	Status meeting agenda template reviewed via conference call throughout project.
	Weekly
	Beth Campbell

	Steering Committee Meetings
	Mandatory
	Project Sponsor
Project Director

Steering Committee Members

Business Development Leads
	On-site meeting
	Monthly
	Beth Campbell, Brian Owen

	. Local Awareness-Building Sessions
Inform people of the project, the selected reporting tool, the reports being created, and use of the reporting tool for the Sales Department.
	Info
	Sales Staff
	Stand-up presentations.
	Hold a session at the end of the first two phases,
	Stacey Smith (IT Business Analyst), Debbie Gold, Trainer

	Project Pins
Pins will be given out to all people attending the training sessions.
	Marketing
	Sales Staff, project team members 
	Hand out to those that attend a training session.

	Distributed within the training classes 
	Debbie Gold, Trainer
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