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INTRODUCTION

This document describes the plan for communications between all of the stakeholders involved in the Recruiter Project.  

This plan describes:

1. The name or type of communication

2. The intent of the communication

3. The responsibility for that communication

4. The audience/distribution for that communication (if different than those named in the “Responsibility” column)

5. The communication media (e.g., meeting, conference call, e-mail) for that communication

6. The timing/frequency that this communication item is delivered

7. The standard that applies to this communication

Communications MATRIX

	ID
	Communication Item 
	Description / Purpose
	Responsibility
	Distribution
	Audience
	Media
	Frequency 

	1
	Weekly Recruiting Status Meeting
	To discuss the overall status of the recruiting project, status of working groups, address issues and follow-up with action items from previous week’s meeting.

Teleconference:  

1-866-700-4999
PC:  6986936


	Bob Hathaway  
	· Minutes?  Posted to the Portal?
	· Recruiting team
	Conference Call
	Reoccurring Weekly, Friday at 10:00 ET

	2
	Leadership Meetings
	Periodic meetings with EDS, Navy/Marine PMO, CNRC and MCRC senior leadership to discuss the overall status of the recruiting project, status of working groups and address issues

Teleconference:
	Bob Hathaway  
	· Minutes?  Posted to the Portal
	· EDS, Navy/Marine PMO, CNRC and MCRC senior leadership
	On site & Conference Call
	Periodic:

5/14/04

7/23/04

9/3/04

10/1/04



	3
	Monthly Steering Committee Meetings
	To review the project status and issues with the Steering committee.
	Bob Hathaway  
	· Minutes?  Posted to the Portal
	· EDS, and Navy/Marine PMO senior leadership
	On site & Conference Call
	Reoccurring Monthly

	4
	Technical and Information Assurance Working Group Meetings
	Review current progress, discuss status, future planning and prioritize work.

Teleconference: TBD

	Mike Riddle
	· Minutes posted to Portal Website
	· Technical and Information Assurance Working Group team
· Recruiter Team
	Conference Calls
	Reoccurring Weekly,  TBD

	5
	Application Working Group Meetings
	Review current progress, discuss status, future planning and prioritize work.

Teleconference:

877-718-8634

PC: 247458#


	Le Ann Sampson
	· Minutes posted to Portal Website
	· Application Working Group team

· Recruiter Team
	Conference Calls
	Reoccurring Weekly, Tuesday at 1400 ET

	6
	Schedule and Execution Working Group Meetings
	Review current progress, discuss status, future planning and prioritize work.

Teleconference:

1-866-700-4999

PC:  6986936


	Tim Blue
	· Minutes posted to Portal Website
	· Schedule and Execution Working Group Team

· Recruiting Team
	Conference Calls
	Reoccurring Weekly, Thursday at 1100 ET.


	7
	Deployment Process Working Group Meeting
	Review current progress, discuss status, future planning and prioritize work.

Teleconference:

877-916 2799
PC: 691456
	Hayden Phillips
	· Minutes posted to Portal Website
	· Deployment Process Working Group Team

· Recruiter team
	Conference Calls
	Reoccurring Weekly, Tuesday at 1200 ET

	8
	Requirements Management Working Group Meeting


	Review current progress, discuss status, future planning and prioritize work.

Teleconference

877-916 2799
PC: 691456
	Hayden Phillips
	· Minutes posted to Portal Website
	· Requirements Management Working Group Team

· Recruiter Team
	Conference Calls
	Reoccurring Weekly, Wednesday at 1100 ET

	9
	General Communications
	Communications to discuss recruiting project details, ask questions, raise or resolve issues, etc.
	Person who initiated the communication
	· 
	· Recruiting team
	On site & Conference Call
	As needed
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