Project Management Institute, Buffalo Chapter  

 

Breakfast Roundtable - Central 
Date:              
Thursday, March 27, 2008 
Time: 

7:15 a.m. - 8:45a.m. 

Location:       
 Bob Evans, Transit Road, Cheektowaga

Topic:            
Communication Planning  - developing a well-rounded communication plan
Discussion

Effective Project Communication Plans require:

· Strong agreement on the project

· Build trust first 

· Consensus on expectations 

· Agreement on communication structure, roles & responsibility, project structure. Stake holder meeting – lay structure for who is involved and expectations for each stakeholder.

· Realistic expectations for responses – how long it will take a participant to respond – what is expected 

· Communicate Often 

· Get stakeholders involved early.

· Follow-up 

· Make sure communication is available to people 

· Make sure communication is presented in a why that is useful to the audience

· Leave a way to get one on one communication. Alleviate issues with rejection

· If asking for input use it. Or you will loose it (participation)

· Leverage senior management 

· Request participants from upper management on a specific topic. 

· Active participation by the Project Manager 

· Go search out the users.

· Meetings – 

· Setup meetings at the start of the project

· Set ground rules. Add to project agenda

· Make sure communicators have clout 

· Ask for additional input

· Make minutes available with action items

· Summary at beginning of meeting notes

· Strong follow-up

· Attach minutes but put action items out. 

· bullets. 

· Be cognizant of different time zones. Get people together 

Optional:

· Steering committees with expectations

· Applying steering committee to smaller projects 0 maybe group smaller projects together (higher level view of all projects – may also keep rogue development projects at a minimum 

· More kickoffs – ie like training

· Find ways to involve stakeholders

· Forums  - consider how to use this

· Use as a brainstorming session. 

· Voting, Surveys (give away)

Tools:

Quickplace / Quicker

Sharepoint

Webex

Lotus notes

Mail (shared folders)

Clarity 

Niku

Project Health indicator (budget, schedule)

Virtual Team world – send out link to stakeholders.

Video conference

Face to face (airplane)

Next Meeting:

Handling communication in a virtual project.

