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Overview of IT Communication Plan Documents
Included in this package are documents you might find helpful in developing a communication plan. I hope you find this information useful. When I started, I had no idea of how to create a plan, but through meeting with others and garnering advice I came up with what you see.

The contents include:

Communication Plan Outline: This is an outline of the project plan I created at the start of the process. The plan encompassed many aspects including a new department logo and actually re-painting our office spaces. The revamping of our internal web site came later, so there isn't detail in the plan about that.

IT Communication Plan Audit Step 1: I started with an audit of what we were currently doing, including point people for all of our client departments. This is a worksheet for adding that information.

IT Communication Plan Audit Step 2: This document was an analysis of what we could or should be doing with our communications. This is a worksheet for adding that information.

ETS Systems Communication Matrix: I found the prototype for this document when I did a Google search. It came from Ohio State, and is an overview of all the systems we support across campus and the kind of communication that should take place if an outage occurs.

IT Communication Plan Doc Specs: This lists the information that we determined should be on every one of our department documents.

IT Communication Plan Internal Communications: This is a sample of how to communicate within your department.

IT Communication Plan Measuring Effectiveness: Since we hadn't had a communication plan before, I polled the IT COMM group for how to measure the effectiveness of communications. As you will see, I didn't get a very good response. I don't know if this is because people don't measure or because people got busy and didn't respond.

ETS Communication Plan: This is the actual written document that encompasses everything, including information included in the above documents. You will find some sections that weren't in the original project plan; these were added later.

I have also included samples of some of our documents.

[bookmark: _GoBack]As I send out communication pieces, I keep a folder with copies of all the e-mails that I send out to our customers so that I can refer back to them later if necessary. It also is helpful if I need to send a similar communication later so that I don't have to reinvent the wheel.

Since I send the majority of my communications to faculty, I have an Excel spreadsheet with all of their e-mail addresses. This makes it faster when I send out e-mails to them. On this list I also have the e-mails of the administrative personnel who receive the e-mails.
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