MCESA REIL Internal Comm. Matrix

	What (The Content of 
the Communication)
	Why (Communication Purpose; then
description. See purpose codes below)
	Who (Responsible, in 
italics, then Audiences)
	When (Timing 
or Periodicity)
	How (Typical Methods 
of Communication)

	Kick-off Meeting
	I, E. Establish Charter, if used in the initiative. build a strong and committed team
	Sponsor; Leadership Team. Team Members
	Day one of initiative, or of each sub-component
	Meeting; Discussion, teambuilding exercises

	Risk Assessment ID
	E ,I. Identify and manage risk opportunities and threats, responses, and responsibilities for administering them
	Leadership Team, Sponsor, Decision-Makers, Team Members; Executives, Interested Parties 
	As early as possible, updated at major review or risk realization points
	Meeting; Structured Discussion, Informal Report

	Work Package Assignment
	I, E. Delegate and understand assignments well enough to estimate them accurately
	Leadership Team, Team Members; Interested Parties 
	Phase start or within phase for work package details
	Meeting or collaboration with informal report

	Individual Task Reporting
	E, G. Accurately report effort expended with estimates to complete 
	Team Members; Leadership Team
	2 times weekly (Tues and Thurs)
Time TBD
	Task Tracker or direct email communication

	Individual Status Reporting
	I, E. Each team member summarizes status on all open and pending assignments
	Team Members; Leadership Team, Interested Parties
	Weekly (Friday)
By 1:00pm Phx time
	Informal report for all current efforts; ideally, use of tagged XML routes each item to the appropriate project manager

	Team Status Meetings
	C, E. Helps to correlate multiple data or information points, and drill down to details, where needed, to see true status
	Leadership Team; Team Members, Interested Parties
	See [Individual Task Reporting]
	Meeting with discussion, informal minutes; summarized in Project Log

	Actions, Issue Reporting and Logging
	I. Raise Issues that affect project success. Analyze their impact. track open issues
	Team Members; Sponsor, Decision-Makers, Interested Parties
	When Issues Occur
	Risk, Actions, Issues Log 

MCESA REIL Risk Action Issues Log


	Issue Resolution 
	D. Resolve open Issues before they impact the initiative
	Sponsor, Leadership Team; Decision-Makers, Interested Parties 
	When Issues Occur, and before they impact the project
	Risk, Actions, Issues Log
MCESA REIL Risk Action Issues Log


	Change Order or Change Request
	E, I. A request or required change
	Requestor; Leadership Team
	When Changes Needed
	Discussion, analysis of impact

	Quality Assurance Review or Acceptance Review
	I, D, G. Verify completeness, acceptability and correctness of incremental results
	Experts, Leadership Team; Interested Parties, Team Members [, Decision-Makers]
	At completion of Work Packages or key results within a phase
	Quality Assurance Plan with approval or, open items and tracked closure

	Milestone or Gate Review
	D, G. Approve results to date, and approval to proceed, revise or cancel
	Customer, Decision-Makers; Leadership Team, Team Members
	At Major Milestones or Review-Gate approvals
	Meeting with decision and a Milestone Review Meeting to document the outcome

	Lessons Learned
	C, E. Capture and apply the most important Lessons Learned for later in this initiative, and for later initiatives
	Leadership Team, Team Members; Sponsor, Decision-Makers, Interested Parties
	End of each phase, stage, and subset; summary at end of initiative
	Solicitation, then discussion, of Lessons Learned; analysis and then informal reporting

	Team Celebration
	I. Reward all stakeholders for phase and initiative results
	Sponsor; Team Members, Leadership Team, Interested Parties
	End of each phase, stage, and sub-set; major celebration at final end
	Best left undocumented, except to identify who approved it

	Contract Closeout
	E, G. Formally accept seller results and authorize payments
	Buyer, Decision-Makers; Seller, Interested Parties
	End of each contract
	Legally-binding Formal report, subject to retention periods

	Project Closure
	E, D, G. Formally end the initiative and accept its product(s)
	Sponsor, Decision-Makers; Leadership Team, Team Members, Interested Parties
	End of each project in an initiative; end of program for those that do end (some have an ongoing portion)
	Meeting with discussion and agreement that the effort has or has not delivered to needs; Formal report produced


	Why: Communication 
Purpose codes
	Who: Responsible, in 
italics, and Audiences
	When: Timing or 
Periodicity
	How: Methods of 
Communication

	A   Advise of project status, issues, risk- communication on key project deliverables

C
Collect  Information from others, while increasing their ownership stake in the project

D 
Decide: Action Required; persuade others to take action: to influence a manager to decide to resolve an issue

E
Exchange Information: Dialogue, to arrive at mutually agreeable ways to respond to Issues or Risks
G 
Govern: Project Governance, to meet legal, regulatory, enterprise policy or standard process requirements

I 
Inform others, and get their commitment, causing all interested parties or stakeholders to engage in the project, to want it to succeed, and to help assure that it meets their needs
R   Responsible the person that is responsible for producing the deliverable

S   Support the task, issue, risk decision.
	The Who’s in italics are Responsible. The others are the target audiences.

Additional Notes: 

Sponsor could be multiple persons, from multiple enterprises; or they could be a Steering Committee 

Auditors could be Internal or External 

Key Decision Makers include managers of internal team members within or beyond the Sponsor’s control, or mangers in the Seller organization

Executives include Management in the top several levels of the enterprise

Interested Parties include Stakeholders and internal Customers

Leadership Team includes Program and/or Project Managers, Team Leads, and internal PMO’s

PMO is an official or informal Project or Program Management Office 

Sellers also  include any Subcontractors

Experts means Subject Area Experts
	The majority of the items are recurring, with as-needed updates after initial establishment; some are ad-hoc or as-needed.
	The methods depend on whether a topic is formal or informal, and whether communication is within or beyond the team. Communications may have retention requirements.

Formal Reports and Proceedings can use paper, or be electronic with access and tracking controls. They usually must leave an audit trail.

Informal Reports can be paper or electronic; if electronic, project wikis or collaborative software can be useful.

Meetings can be virtual or onsite; depending on their purpose, their results are either Formal or Informal.

Discussions and Phone Calls rarely leave a documentation trail unless they are part of a formal event. In this case, the project members should follow-up with an email detailing the discussion or phone call as it relates to the project.
Emails leave a trail and have retention requirements
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