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Preface

Introduction and Background

The purpose of this PRSM Project Communication Plan is to guide the project team in providing consistent and timely information to all project stakeholders.  It is also to define the processes required to ensure timely and appropriate generation, collection, dissemination and storage of project information.

Project’s objectives as stated in the Feasibility Study Report (FSR) approved on April 2000 are to replace a legacy scheduling system which is not supported by a vendor, and which does not meet current functional requirements of the Department, improve the Department’s ability to meet operating and reporting requirements of Senate Bill 45 (SB45), establish a project scheduling database that complies with the Department’s Information Technology Standards, and integrate planned and actual resources for all projects modeled in the database.

PRSM will be an integrated enterprise project management system that will provide scheduling and timesheet capabilities for Caltrans Capital Outlay Support (COS).  In order to effectively manage projects in accordance to industry standards, Caltrans must improve its ability to track project management information.  This system will integrate planned and actual resource usage for all projects in Caltrans Capital Program.  

To accomplish this goal, Caltrans is implementing a project-scheduling tool that integrates with the human resources system and provides project status data such as plan vs. actual, earned value, and cost performance indexing.  

Project sponsors, project approvers, project team members, and primary PRSM customers are all participants in this project.  This plan will assist the project team in building an effective communication strategy to enhance communication throughout the project, and also identify who needs what information, when is it needed, and how will it be provided.  The appendixes associated with this Communication Plan will be updated at the beginning of each month, or sooner if needed.
1. Who is involved in the communication process? — As shown in Appendix A (PRSM Project Stakeholder list); such as steering committee, project staff, project approvers, and the primary stakeholders.

2. How the information is disseminated? — As shown in Appendix B (Stakeholder Analysis); by a meeting, a memorandum, an email, a newsletter, a presentation, etc.

3. What is being communicated? — As shown in Appendix C (PRSM Communications Log); the message, the information being communicated.

4. When the information is communicated? — Weekly, monthly, quarterly, as needed, or as identified

Approach

PRSM Communication

Timely and accurate information is available to all stakeholders interested in the PRSM project. The Communication Plan focuses on both giving and receiving information about the project. The latest version of the Communication Plan, Appendixes, and Project Status will be posted on the PRSM Web-Page, and updated each month. The following four (4) strategies will be employed as an approach to communications delivery:

1. Formal channels (standard reports, newsletters, formal announcements, PRSM web-page) to communicate project status and significant events.

2. Face-to-Face communications to distribute and receive detailed or sensitive information.

3. Communication of project successes or milestones through project management or sponsors.

4. Use of feedback to determine acceptance of specific communications.

Performance

Throughout the project, the PRSM Project Manager and the PRSM Communication Manager  will assess the PRSM Communication Plan and its effectiveness. The stakeholders will be asked periodically whether the communication is meeting their needs.  Feedback on the effectiveness of the Communication Plan will occur throughout the project. PRSM Communication Plan Appendixes will be updated monthly or as needed and will be presented at the PRSM monthly status meetings.

PRSM performance reports will have organized and summarized information and be available to stakeholders at the level of detail required.

PRSM status reporting will provide the current status of the Project and the progress accomplished to date.

PRSM Project Publicity Plan

See Appendix D 
PRSM Issue Management Plan 

See Appendix E

PRSM Issue Log
See Appendix F

PRSM Project Team Recognition Plan

See Appendix G

PRSM Project Team Recognition List

See Appendix H

PRSM Meeting Agenda Template 

See Appendix I
PRSM Meeting Record Template

See Appendix J

PRSM Project Acronyms

See Appendix K
PRSM Organization Chart
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PRSM Organization Roles and Responsibilities

 XE "Communication Matrix" 
	Role
	Responsibility

	Department of Finance (DOF)
	Give approval and assure that the project is managed appropriately, and project is completed within approved schedule, scope and cost parameters, and that project benefits are achieved. 

	Caltrans Chief Information Officer
	Directs the operations of Information Technology Division

	Caltrans Chief Engineer (Executive Sponsor)
	Sponsor throughout the Department, the development and implementation of the needed business process changes and Information Technology (IT) systems.

	Chief, Div. Of Proj. Mgmt. (Project Director)
	The project’s spokesperson responsible for communicating project strategy, benefits, direction, status, and recommendations to the Executive Steering Committee.

Act as an escalation point for Project Manager to resolve open issues, to help define risk mitigation strategies and contingency plans.

	Project Management Board
	Project Management Board will provide final approval on escalated business process definition, which is not resolved by the Standard Business Process Committee and the PRSM Steering Committee.

	IT Program/ Project Management Division
	Information Technology Program Project Management Division (ITPPMD) will support and assist the PRSM Project Team to ensure that IT business needs are met through out the procurement and the implementation process.

	Steering Committee
	The Executive Sponsor appoints the PRSM Steering Committee.
· Sponsor throughout the Department the development and implementation of the needed business process changes, in cooperation with the Business Process Committee of the Project Management Board.

· Guide the overall effort towards the achievement of the PRSM objectives.
· Review and adopt or reject recommendations from the PRSM project manager.

· Review progress and resolve outstanding issues.

	Proj. Mgmt. Standard Business Process Committee
	The Project Management Standard Business Process Committee will approve or amend the proposed process definition and submit it to the PRSM Steering Committee.

	Independent Proj. Oversight Consultant

(IPOC)
	Provide to the Steering Committee an independent assessment on the progress of each project including a risk management database and monitoring of risks, issues and problems that may impact the achievement of program and/or project objectives.

Activities include:

· Periodic progress reports 

· Special assessment reports on a facet(s) of the effort

· Establish and maintain a database to track requirements from the package selection process through the final delivered product

	Project Manager
	The Project Director appoints the PRSM Project Manager.
The project’s spokesperson responsible for communicating program strategy, benefits, direction, status, and recommendations to the project team and other stakeholders.

· Understand capital project business objectives and their relationship to the project.

· Plan the project, resource that plan, monitor and report progress versus plan to the Program Manager as appropriate.  
· Resolve phase problems and conflicts.  
· Manage all state and vendor phase personnel.  
· Develop and implement a solution to address the project’s and associated program objectives.  
· Ensure quality control and assurance are performed in accordance with the quality plan.  
· Ensure all phase problems, issues and changes are recorded, maintained, and tracked in the program’s tracking database.  
· Ensure all correspondence going from or coming into the phase are recorded in the program’s correspondence database.

	Evaluation Team
	The PRSM Steering Committee appoints the PRSM Evaluation Team.

The PRSM Evaluation Team (ET) consists of the key business personnel from headquarters and the districts led by the PRSM Project Manager, and supported by the PRSM Project Management Team to facilitate material development.  
· The evaluation team analyzes the approved FSR’s objectives and functional requirements as listed in the FSR in the light of any changes that have been made to the Department’s business processes since the FSR was written in 2000.  
· The evaluation team identifies the functional requirements that are necessary to ensure project success, identifies the relative importance of each functional requirement associated with each objective, and identifies any opportunities for spreading the cost of PRSM over time through a phased implementation, and verifies that vendor proposals comply with the PRSM technical requirements.  

	Independent Verification & Validation Consultant 
	Provide to the PRSM Project Manager an independent assessment as to the quality of the Vendor’s deliverables as measured against the requirements and the COTS Implementation Methodology. 

Activities include:

· Reviews and assesses the conformance of Vendor work products versus the requirements as specified in the contract and the COTS Implementation Methodology.
· Identifies the PRSM Project Manager non-conformance activities.
· Provides recommendations to the PRSM Project Manager as to accept or reject deliverables.

	Project Management Team


	The PRSM Project Manager appoints the PRSM Project Management Team.
The team establishes and maintains the Department’s capital project business model and plans.
· Develops business strategies and plans.  Maintains the business model, the “Framework”, in Oracle’s Designer database tool.  
· Oversees and guides project teams towards the implementation of integrated business systems.  
· Reviews and accesses the impact of proposed change on the approved business model.
· Provides Project Administrative Support.
· Establishes and maintains scheduling related:  Standards, procedures, templates, tools and libraries to be used by Program and Project staff, Project baselines, Standard reports, i.e., project schedule and budget status.  
· Assists project managers and the program manger, develop and maintain work plans using the tools.

· Establishes and maintains support services:  A database and procedures to log and track all correspondence coming into or going out of a project or the program and maintain the associated Document library files.  A database and procedures to record and track all program and project issues, problems and change request, procedures, templates, and tools for budgeting and expense tracking.
· IT Methodology Support

· Maintains and supports the program’s project management and execution methodologies for custom application development, package implementation and package release management.
· Provides training and guidance and ongoing support for the methodologies.
· Develop improvements to the methodologies to make them more effective.
· Establish and maintain a Department knowledge base of what it has taken to develop various tasks.  
· Establish, maintain and support the estimating models to be utilized.

	Caltrans Office of Capital Project Skill Development
	Data Administration, Database Administration, Network Operations Support, and Data Center Operations Support

	Caltrans Office of Work Load and Data Management
	Data Administration, Database Administration, Network Operations Support, and Data Center Operations Support

	Caltrans Division of Enterprise Applications
	

	District Implementation Manager
	An individual from each District will be selected and named the District Implementation Manager.  Their responsibilities include: 

· Acts as the single point of contact between the District and the PRSM Project 

· Being an advocate for PRSM and playing a lead role in resolving problems as they arise  

· Prepares District management and staff for the pilot &/or rollout  

· Participates in their District’s rollout / pilot   planning, control and execution so as to maximize its effectiveness and timely completion  

· Ensures District needs are made known to the HQ PRSM team 

	HQ IT Project Office
	Support and assist the PRSM Project Team to ensure that IT business needs are met through out the procurement and the implementation process.

	Acquisition Specialist Consultant
	Acquisition Specialist, assist core team with the procurement and implementation of PRSM Tool

	Caltrans Division of Procurement and Contracts
	Procure and process consultant contracts

	Gold Camp Campus, DTS
	Gold Camp Campus will house the PRSM hardware (former TEALE Date Center)

	Department of General Services
	Assist the department with the procurement process

	PRSM Vendor
	Implement PRSM Tool


Document Configuration and Archival of PRSM Project Records XE "Records" 

 XE "Project Records" 

 XE "Maintaining Project Records" 

 XE "Archiving Project Records" 
Archive Project records

From the start of the project until the closeout of the project, the PRSM Project Management Team will maintain a set of project records.  Each team member will file completed project records on the Dpmfilesserver/DPM Data/Project Office/PRSM/PRSM Master Files, designated for PRSM project in folders that match the PRSM work break down structure (WBS) items. WBS element folders will be filed hierarchically in accordance with the project WBS. All project data files must be backed up to the server at least once per week.
Files will have a standard name as follows:

Date (in YYYY-MM-DD format)_name chosen by primary author_primary author initials_intials of current reviser version of primary author’s document being revised (in vXX format).

Examples:

2004-02-20 PRSM Communication Plan SM v01.doc is the first version of the PRSM communication plan, prepared on February 20, 2004 by primary author SM.

2004-02-26 PRSM Communication Plan SM NB v01.doc is a revision of the first version of the PRSM communication plan, submitted by NB to SM on February 26, 2004.

2004-03-11 PRSM Communication Plan SM v02.doc is the second version of the PRSM communication plan, prepared on March 11, 2004 by primary author SM.

These records include all letters, meeting agendas, memos, reports, etc., that document project decisions, or that would be useful to develop a subsequent project. 

Lessons Learned

After the completion of each major project WBS component, the project team is to schedule a meeting and prepare lessons learned document.  The major project WBS components are,

1. At the end of PRSM Vendor “Proposed System Demonstrations”

2. Contract award (PRSM vendor selected)

3. PRSM Pilot complete

4. Implementation of PRSM

The PRSM Communication Manager will be the lead to gather and archive lessons learned.  The lessons learned documents are to be prepared and archived on the Dpmfilesserver/DPMData/Project Office/PRSM master files/5.0 Project Management/5.7 Communication Management/5.7.6 Archival of project records folder.  

Project Communication Methods XE "Records" 

 XE "Project Records" 

 XE "Maintaining Project Records" 

 XE "Archiving Project Records" 
Communication Methods

 XE "History File" \t "See PHF" 
PRSM Project Team Members will use a variety of communication methods to deliver project information, including meetings, telephone calls, email, voicemail, status reports, and websites as listed below. 

Meeting Requirements

· Meetings that last more than 30 minutes must have written agendas that list items that take 30 minutes or less.

· The standard meeting agenda template provided in the Communication Plan Appendix I will be used for all meetings longer than 30 minutes.

· Meetings that last more than 30 minutes must have written meeting records.

· The standard meeting records template provided in the Communication Plan Appendix J will be used for all meetings longer than 30 minutes.

· Before distributing a document, the author must check its spelling, grammar and readability. Documents should use the active voice, short sentences and short words. The goal is to write at a grade level of 11.9 or lower.

	Method
	 Purpose
	Frequency
	Responsibility
	Audience

	Project Team Status Meeting 


	Report current project status and progress of scheduled tasks, prepare for the Steering Committee Meeting.  Communication Manager brings a draft Steering Committee Agenda to meeting and leaves meeting with a proposed Steering Committee Agenda. The Status Meeting is not an Issue Management Meeting.  Issues may be raised in the Status Meeting but are then assigned to the Issue Management process for resolution.
	Monthly (Oral Report)
	Project Manager, task manager


	Project staff, Independent Project Oversight Consultants (IPOC)

	PRSM Steering Committee
	Provide executive-level reports on the current project status and resolve issues that have been appealed to the Steering Committee through the Issue Management Process. Review and adopt or reject recommendations from the PRSM project manager.
	Monthly
	Project Manager and the PRSM Project Management Team
	Steering Committee Members, IPOC

	Project Status Update


	Report current project status, actions, problems, issues, risks, customer impacts, past month’s accomplishments & next month’s activities
	Monthly (according to SPMIT schedule)
	Project Manager


	SPMIT members, Steering Committee

	Project Status Report (DOF format)
	Current project status, past month’s accomplishments, and total project cost to date
	Monthly 
	Assigned PRSM Team Member
	HQ Information Technology

	PRSM Quarterly Report to Legislature
	Deliver past three month’s Department Project Status Reports combined with past three month’s reports from the Independent Project Oversight Consultant
	Quarterly
	Assigned PRSM Team Member
	Legislature/ Steering Committee

	Performance Report
	Summarize and display cumulative earned value analysis data to the project stakeholders.
	Monthly
	Assigned PRSM Team Member
	Steering Committee, IPOC

	PRSM Issue Management Meeting
	Working meeting to coordinate responses to PRSM issues and update project management plans (Risk, Issue, Change, Schedule, Contracts, etc.)
	Weekly, as needed
	PRSM Project Management Team


	PRSM Project Management Team



	Risk Response Plan Update
	Project risk response update & metrics
	Monthly
	Assigned PRSM Team Member
	Project Manger, IPOC

	Project Progress Work Plan
	Communicate project progress via one-page milestone Gantt chart
	Monthly, end-of-month
	Assigned PRSM Team Member
	Project Manager, Steering Committee, IPOC

	External Customer Meeting
	Involve vendor, external customers and suppliers in the project
	As needed 
	Assigned PRSM Team Member
	All Stakeholders

	Correspondence (letters, memos, email, etc.)
	Document status of action items, decisions made, and problems encountered.
	As needed
	Assigned PRSM Team Member
	All Stakeholders


  XE "Meetings" 
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