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Service Life Cycle Management

Project communication plan
(Project name)

When developing a project communication plan, project managers should consult with OIT News and Information. OIT NI will coordinate appropriate communications, whether via internal channels (for example, OIT Connections and/or the OIT Web site) or external channels, to reach all or part of the Duke community or the public. The project manager and OIT-NI manager should discuss the following:

· Service/product definition

· Key themes/message to be conveyed

· Required actions of users, if any

· Primary and secondary audiences for communication

· Potential benefits

· Potential downsides

· OIT contact to provide detailed information

· OIT contact to approve content

· Available budget for communication materials

· Timeline
Possible channels

The following is an incomplete list of channels available to project managers when considering how to communicate about their project and to whom:

· Web (Duke, OIT, other departments/schools, etc.)

· The Chronicle (undergraduate student newspaper)

· Dialogue (faculty/staff newspaper)

· INSIDE (Medical Center and Health System employee newsletter)

· The GRIND (graduate student newsletter)

· Glove Box News (OIT publication for all Duke faculty/staff)

· eDuke (email subscription for Duke news)

· Local newspapers (News & Observer, Durham Herald-Sun, etc.)

· Blue line (e-mail subscription (?) for Medical Center staff and some operational entities)

The table below documents the communication plan regarding the project.
	Audience
	Key messages to communicate
	Communication method
	Timeline
	Owner
	Status

	With whom do we need to communicate?
	What do we want to tell them? What action do they need to take, if any?
	What channel(s) will we use to reach the audience?
	When will we communicate our message?
	Who is responsible for communicating the message?
	What is the status of this particular communication? 

	Example:

Students
	Free iPod downloads 
	Ad in The Chronicle 
	Nov 2005
	John Doe
	Scheduled

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


The following is an incomplete list of target audiences and appropriate communication channels for project managers to consider:

	Target audiences
	Appropriate channels

	First-year students
	The Chronicle 

Web

	Upperclassmen
	The Chronicle

	Undergraduates (all)
	The Chronicle

	Graduate students
	The GRIND 

	Professional students
	

	Graduate and professional students (all)
	

	Alumni (sub groups?)
	

	University employees (faculty/staff)
	Dialogue

	University faculty only
	Dialogue

	Professional school faculty only
	

	Health System employees
	INSIDE 

	Duke community (as a whole)
	Web

	Public
	Web

Local newspapers (press releases)

	CLIF
	

	CLAC
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