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1. Introduction

1.1 Communication Vehicle

The most effective means for communicating with stakeholders are face-to-face meetings.  This communications method is not always practical or necessary; therefore, the primary communication vehicle for implementing the Campus Management Corp® (CMC) Enterprise Resource Planning (ERP) system is the “Laborando Juntos para Alcanzar la Excelencia” website.
The website serves as the official repository where stakeholders will obtain all necessary information to coordinate, conduct and become informed of the implementation project. The site will provide easy access for all information related to the implementation project and will be accessible from each of EduK’s educational institution’s website.

The “Laborando Juntos para Alcanzar la Excelencia” website has four (4) basic security levels ranging from external public access to internal Executive Steering Committee access.  The access levels are listed below with examples of each:

1. External Public Access – Examples include the Implementation Organizational Structure, Frequently Asked Questions and the Communications Management Plan.

2. Internal Project Team Committee Access – Examples include MS PowerPoint Presentations, the Readiness Assessment Report and CampusVue® User Guides. 

3. Internal Institutional Leadership Committee Access – Examples include the Periodic Dashboard Reports and ILC Agenda & Meeting Minutes.
4. Internal Executive Steering Committee Access – Examples include the Project Budget, Project Plan and Vendor Contracts.

The Project Documentation section of this Communications Management Plan explains the various means of communication that will be utilized throughout the implementation process.  Similarly, the description indicates the stakeholder responsible for creating, updating and maintaining the document, as well as the frequency and process for storing each.
2. Project Documentation

2.1 Documentation

Documentation for the CMC ERP implementation consists of several critical components from the Project Charter, which authorizes the project to the Risk & Issues Management Plan that identifies, evaluates and prioritizes issues to ensure resolution.  There must be agendas/minutes to document activities, decisions, and issues identified. There must also be status reports showing the progress of the project at any given time. And, finally, there must be a mechanism for tracking issues to ensure they are being addressed in a timely manner.  There will be links from the EDUK CMC project web site to describe what forms will be used and instructions on how to use them.
2.11 Project Charter

The Project Charter is the official document that authorizes the CMC ERP implementation project.  This document, which defines the overall Project Scope, outlines the business needs and opportunities that influenced EduK’s decision to acquire and implement the CMC ERP system.  It introduces the proposed solutions and delineates the overall project scope as well as the mission and objectives.  The Project Charter serves as a roadmap by summarizing the project timeline, key deliverables, project management, anticipated resource requirements, in addition to documenting proven success factors, contractual obligations and any assumption, constraints or risks associated with the project.

The EduK Project Manager will create the initial Project Charter draft and provide it to the EduK Project Sponsor for review.  The EduK Project Sponsor with the assistance of the EduK Project Manager will submit the initial Project Charter draft to the Executive Steering Committee for revision, acceptance and authorization.  The authorized Project Charter will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The ESC members will be responsible for accessing the website to review the authorized Project Charter.  Updates will be made as necessary as stipulated in the Project Charter.
2.12 Project Timeline
The Project Timeline is a detailed, dependency-driven schedule of the activities that need to be performed to produce the Campus Management Corp® ERP implementation project deliverables.  The timeline, also referred to as the Project Plan is created using Microsoft® Project.

The CMC Project Manager will create the initial Project Timeline by identifying the activities that need to be performed, documenting the dependencies among the activities, estimating the type and quantity of resources required to perform the activities and approximating the duration of the activities.  This breakdown of activities is commonly referred to as the Work Breakdown Structure (WBS).
The EduK Project Manager will provide the initial Project Timeline to the EduK Project Sponsor for review.  The EduK Project Sponsor with the assistance of the EduK Project Manager will submit the initial Project Timeline to the Executive Steering Committee for revision, acceptance and authorization.  The EduK Project Manager and CMC Project Manager will continually control and monitor the Project Timeline.
The authorized Project Timeline and any changes will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The ESC members will be responsible for accessing the website to review the authorized Project Timeline and changes.

2.13 Executive Steering Committee Agenda & Meeting Minutes

The ESC Agenda & Meeting Minutes serve a dual purpose.  Prior to the meeting it facilitates ESC member preparation by providing a clear purpose & objectives while emphasizing the recommended participants, suggested preparation and the subject matter that will be discussed along with the time frames.  The planning, timely communication and participant preparation all contribute to effective meeting processes.  Subsequent to the meeting, the Agenda & Meeting Minutes provide documentation of participant assistance, decisions made, action items and whether or not the objectives were achieved.

The EduK Project Manager is responsible for creating and distributing the Agenda & Meeting Minutes two (2) weeks prior to each meeting via MS Outlook Calendar.  The EduK Project Manager will maintain the Agenda & Meeting Minutes during each meeting and update participant assistance, decisions made, action items and whether or not the objectives were achieved.  The completed Agenda & Meeting Minutes will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The ESC members will be responsible for accessing the website to review completed Agenda & Meeting Minutes.   

2.14 Institutional Leadership Committee Agenda & Meeting Minutes
The ILC Agenda & Meeting Minutes serve a dual purpose.  Prior to the meeting it facilitates ILC member preparation by providing a clear purpose & objectives while emphasizing the recommended participants, suggested preparation and the subject matter that will be discussed along with the time frames.  The planning, timely communication and participant preparation all contribute to effective meeting processes.  Subsequent to the meeting, the Agenda & Meeting Minutes provide documentation of participant assistance, decisions made, action items and whether or not the objectives were achieved.

The EduK Project Manager is responsible for creating and distributing the Agenda & Meeting Minutes two (2) weeks prior to each meeting via MS Outlook Calendar.  The EduK Project Manager will maintain the Agenda & Meeting Minutes during each meeting and update participant assistance, decisions made, action items and whether or not the objectives were achieved.  The completed Agenda & Meeting Minutes will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The ILC and ESC members will be responsible for accessing the website to review completed Agenda & Meeting Minutes.   

2.15 Project Team Committee Agenda & Meeting Minutes
The PTC Agenda & Meeting Minutes serve a dual purpose.  Prior to the meeting it facilitates PTC member preparation by providing a clear purpose & objectives while emphasizing the recommended participants, suggested preparation and the subject matter that will be discussed along with the time frames.  The planning, timely communication and participant preparation all contribute to effective meeting processes.  Subsequent to the meeting, the Agenda & Meeting Minutes provide documentation of participant assistance, decisions made, action items and whether or not the objectives were achieved.

Each Institutional Project Leader with the assistance of the EduK Project Manager is responsible for creating and distributing the Agenda & Meeting Minutes two (2) weeks prior to each meeting via MS Outlook Calendar.  The Institutional Project Leader with the assistance of the EduK Project Manager will maintain the Agenda & Meeting Minutes during each meeting and update participant assistance, decisions made, action items and whether or not the objectives were achieved.  The completed Agenda & Meeting Minutes will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The PTC, ILC and ESC members will be responsible for accessing the website to review completed Agenda & Meeting Minutes.   

2.16 Project Management Agenda & Meeting Minutes
The PM Agenda & Meeting Minutes serve a dual purpose.  Prior to the meeting it facilitates PM preparation by providing a clear purpose & objectives while emphasizing the recommended participants, suggested preparation and the subject matter that will be discussed along with the time frames.  The planning, timely communication and participant preparation all contribute to effective meeting processes.  Subsequent to the meeting, the Agenda & Meeting Minutes provide documentation of participant assistance, decisions made, action items and whether or not the objectives were achieved.

The EduK Project Manager and CMC Project Manager will work together to create their Agenda & Meeting Minutes.  The EduK Project Manager will attach the agenda to each meeting via MS Outlook Calendar.  The EduK Project Manager will maintain the Agenda & Meeting Minutes during each meeting and update participant assistance, decisions made, action items and whether or not the objectives were achieved.  The completed Agenda & Meeting Minutes will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The PTC, ILC and ESC members will be responsible for accessing the website to review completed Agenda & Meeting Minutes.   

2.17 Periodic Dashboard Reports

Dashboard Reports are an efficient way to visually present key metrics in summary form used by key stakeholders & executives to evaluate the ERP implementation project status and facilitate immediate, effective decisions. These reports provide an at-a-glance perspective of the project based on preset metrics, such as budget versus actual costs, resources consumption rate, project implementation rate, risk assessment, etc.  The frequency at which key metrics are updated is determined by the ESC members.
The EduK Project Manager is responsible for creating and updating the dashboard report and presenting it during regular ESC meetings.  The updated dashboard report will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The ESC members will be responsible for accessing the website to review dashboard report at their discretion.   

2.18 Periodic Narrative Reports

Narrative Reports organize & summarize activities that address the status and progress of the ERP implementation project.  The reports are designed to keep stakeholders up-to-date on key activities that have been performed, currently in progress, issues that should be addressed and future project commitments.  Each Institutional Project Leader is responsible for documenting the accomplishments, work in progress and outstanding issues in order to discuss them with the EduK Project Manager during weekly progress meetings.

The EduK Project Manager is responsible for creating a weekly and monthly Narrative Report and presenting it during regular committee meetings.  The Narrative Reports will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  All committee members will be responsible for accessing the website to review Narrative Reports and provide feedback prior to committee meetings.

2.19 Issues & Risk Management Plan
Project Issues & Risk Management includes planning for potential problems and threats to increase the likelihood of positive outcomes while decreasing the probability that these difficulties will negatively impact the project implementation.  This planning consists of identifying, prioritizing and analyzing issues & risks in addition to developing alternatives and procedures to reduce any jeopardy to the project’s mission.  A successful Project Issues & Risk Management Plan will allow the team to keep track of identified issues & risks, check outstanding issues & risks, detect new issues & risks, implement corrective action plans and evaluate the effectiveness of those plans.
The Institutional Project Leader with the assistance of the EduK Project Manager will identify potential issues & risks, analyze them and develop options & actions to diminish any negative impact to the project.  Each Institutional Project Leader with the assistance of the EduK Project Manager is responsible for mitigating issues & risks.

The Issues & Risk Management Plan will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The PTC, ILC and ESC members will be responsible for accessing the website to review the Issues & Risk Management Plan.
2.20 Campus Management Corp® Product User Guides
The CMC Product User Guides, also referred to as manuals, are designed to assist end users while providing valuable information regarding key features and functionality.  The User Guides are published for the entire administrative solution and are available as individual modules that represent the student lifecycle.  These manuals contain both textual references as well as related product images that represent the way the computer application appear on the screen.
The EduK Project Manager will download the CMC Product User Guides for the suite of integrated modules and they will be stored on the “Laborando Juntos para Alcanzar la Excelencia” website.  The ESC, ILC and ESC members will be responsible for accessing the website to review the manuals as needed.  The System Administrator will subsequently be responsible for downloading and electronically storing updated manuals for the modules as new product releases become available.

3. Communications Management Plan Table
	Communication
Requirement
	Stakeholder(s)
	Information to be Communicated
	Person(s) Responsible for Communicating
	Communication
Method
	Frequency

	Executive Updates
	Executive Steering Committee (ESC)

EduK Project Manager

CMC Project Manager
CMC Project Sponsor
	Provide the ESC members and other executives with a summary of the project’s progress, upcoming activities and critical issues; document actions taken & key decisions made
	Jose Cordova

Richard M. Quattrocchi
	Conduct a one hour meeting in EduK Central Administration conference room
	Monthly on second Wednesday at 11 a.m. (PR) beginning 12/17/08

	
	
	
	Richard M. Quattrocchi
	Present ESC Agenda & Meeting Minutes and post on website 
	Monthly during ESC meeting

	
	
	
	Richard M. Quattrocchi
	Present Dashboard Report of status of key project metrics and post on website 
	Monthly during ESC meeting

	
	
	
	Richard M. Quattrocchi
	Present Narrative Report of project team status and project issues and post on website 
	Monthly during ESC meeting

	Leadership Updates
	Institutional Leadership Committee (ILC)

EduK Project Manager
	Discuss the project’s progress with the institutional Project Leaders; talk about scheduling changes and monitor the project plan, tasks & issues log; solve issues or escalate as appropriate; document actions taken & decisions made
	Richard M. Quattrocchi
	Conduct a one hour meeting in institution’s conference room
	Weekly on Tuesdays at 9 a.m.

(PR) beginning 11/25/08

	
	
	
	Richard M. Quattrocchi
	Present ILC Agenda & Meeting Minutes and post on website 
	Monthly during ILC meeting

	
	
	
	Richard M. Quattrocchi
	Review ESC Agenda & Meeting Minutes
	Monthly during first weekly ILC meeting following the ESC meeting

	
	
	
	Richard M. Quattrocchi
	Review Project Timeline, Activities and Resources and post on website
	Monthly during ILC meeting

	
	
	
	Richard M. Quattrocchi
	Discuss & resolve Risk & Issues Log items and post on website 
	Monthly during ILC meeting

	Project Team Updates
	Institutional Leadership Committee (ILC)

Project Team Committee (PTC)

EduK Project Manager
	Discuss the project’s progress with the project team members; talk about scheduling changes and monitor the project plan, tasks & issues log; solve issues or escalate as appropriate; document actions taken & decisions made
	Daliana Rivera

Richard M. Quattrocchi
	Conduct a one hour meeting in institutions’ conference room
	Biweekly on Wednesday at 9 a.m. (PR) beginning 11/26/08

	
	
	
	Daliana Rivera

Richard M. Quattrocchi
	Present PTC Agenda & Meeting Minutes and post on website 
	Biweekly during PTC meeting

	
	
	
	Daliana Rivera

Richard M. Quattrocchi
	Review ILC Meeting Minutes
	Biweekly during PTC meeting

	
	
	
	Richard M. Quattrocchi
	Review Project Timeline, Activities and Resources
	Biweekly during PTC meeting

	Project Management Updates
	EduK Project Manager

CMC Project Manager
	Discuss project progress, resource allocations, work breakdown structure, project deliverables, team assignments and issues log; work together to solve issues or escalate as appropriate; document actions taken & decisions made.
	Norberto Acevedo

Richard M. Quattrocchi
	Conduct a one hour telephone meeting
	Weekly on Fridays at 9:00 a.m. (EST) beginning 12/4/08

	Faculty and Staff Updates
	EduK Faculty

EduK Staff
	Share periodic progress reports on project status; seek input regarding concerns or questions about the project; alert academic leaders about upcoming milestone events in the project.
	Jose Cordova

Richard M. Quattrocchi
	Conduct a one hour meeting in institution’s conference room
	Quarterly – TBD

	Student & Community Updates
	EduK Students
EduK Surrounding Community
	Share project progress and offer information on upcoming events and how the community will benefit from the new ERP.
	Doris Chambers
Richard M. Quattrocchi
	Publish Project Newsletter via email

Communicate via campus Informative TV the project milestones & upcoming events
	As needed

according to major project milestones & upcoming events

	Milestone Success Festivities
	Institutional Leadership Committee (ILC)

Project Team Committee (PTC)
	Recognize the success and accomplishments of project team members.
	Doris Chambers
Richard M. Quattrocchi
	Conduct a luncheon meeting in institution’s conference room
Email milestone accomplishments
	As needed

according to major project milestones

	Existing System Enhancements & New Software Acquisitions Statement
	All Stakeholders
	Offer direction on acceptable changes to existing EduK systems & new software acquisitions and the procedure for requesting either to ensure that EduK resources are focused on the CMC ERP system.
	Executive Steering Committee
	Email and posted on project website
	Once in February 2009

	Results of Readiness Assessment
	EduK Executive Committee
	Executives will understand the overall strengths and weaknesses to carry out this project, consider opportunities to maximize success and review a detailed project budget
	CPS Consultants
	Group presentation to EduK executives in Santurce
	June 2008

	
	
	
	Jose Cordova
	Email detailed copy of the assessment report, including project budget
	June 2008

	
	EduK Key Stakeholders

	Stakeholders will understand the overall strengths and weaknesses to carry out this project and consider opportunities to maximize success
	CPS Consultants
	Group presentation to EduK stakeholders in Santurce
	June 2008

	
	
	
	Jose Cordova
	Email detailed copy of the assessment report
	June 2008

	
	EduK Faculty
	Provide highlights from the report and outline steps that are being taken as a result
	Jose Cordova
	Email detailed copy of the assessment report
	June 2008

	
	
	
	Doris Chambers
	Post report and executive summary on project website
	June 2008

	ERP Overview


	Key Stakeholders

Faculty

Students
	Educate EduK about the capabilities of a modern Student ERP system, highlighting benefits to EduK staff, faculty and students
	EduK or 3rd Party
	Group presentation in San Juan
	August 2008

	
	· 
	
	EduK or 3rd Party
	Supplement with live or additional web presentation
	August 2008

	
	· 
	
	Communications Director
	Post presentation materials and highlights to project website
	August 2008

	
	
	
	Selected ERP Vendor
	Demonstration of the selected ERP system via live presentation and webinar
	August 2008


4. Acceptance & Authorization
	Executive Steering Committee
	Signature
	Date

	Carmen Z. Claudio

President, NCBT
	
	

	David Ruggieri

CMO/EVP, Business Development
	
	

	Desi Lopez

VP, Financial Aid & Compliance
	
	

	Doris Chambers

Director, Public Relations
	
	

	Guillermo Nigaglioni

CEO/President
	
	

	Jose Cordova

CFO/Project Sponsor
	
	

	Julio Ruiz

Chief Technology Officer
	
	

	Lourdes Cruz

Director of Operations, EduK
	
	

	Maria Pagan

Operations Director, POPAC 
	
	

	Rafael Jimenez

VP, Academic Affairs
	
	


5. Communications Management Plan Updates

5.1 Update Procedure

Stakeholders should submit Communication Management Plan update requests to the EduK Project Manager via email to pmo@edukgroup.com.  The request should indicate the stakeholder’s name, contact information, a brief description of the change and the constituents that will be affected by the change.  The EduK Project Manager will present all update requests to the Executive Steering Committee members for consideration via email and seek acceptance & authorization during the first regularly scheduled meeting following the request.  Upon receiving ESC authorization, the EduK Project Manager will revise the Communications Management Plan and store the updated version on the “Laborando Juntos para Alcanzar la Excelencia” website.
6. Communications Management Plan History

	Version
	Date

	1.00
	Wednesday, February 11, 2009


� Includes Academic and Administrative Leaders and Staff of NCBT and IBC







