Communication Plan

The communication plan for Information Technology Services, shall be as follows:

· Communication between team members, project manager, student representatives and the faculty will be continuous.  There will be weekly updates to the project manager and the faculty concerning issues and upcoming deliverables. 

· Meetings with Faculty (other than the group faculty) will be arranged if deemed necessary.

· A central repository of all working documents is to be created and to be reviewed daily by all teammates.

· A standardized template will be used for most of the documents created and posted into the repository.   

· The team members will directly report to the project manager. 

· Teammates will communicate between email and via telephone.   

· Meeting times will be addressed according to the team members’ schedule.  Members will discuss ideas for upcoming deliverables.  Throughout the meetings each member will take notes relative to her part.  At the conclusion of each meeting, the team members will discuss the next meeting’s agenda.  At this time, each team member will be assigned a portion of the project to be completed prior to the next meeting.  

· Other meetings will be held on an as needed basis.

· Meeting minutes will be kept in the repository. 
Interviews will be conducted to obtain additional information about the project.  

