[image: ]In your communication plan, identify how your team will communicate regular updates, progress, successes, delays, and opportunities to your stakeholders. Refer to your Stakeholder Map to identify key players.
See the Communication Timeline on page two for guidance on what to communicate when.
Communication Plan

	Communication
	Frequency
	Channel
	Purpose 
	Intended Audience

	Website
	Ongoing
	Website
	To serve as transition information hub, including the transition timeline, upcoming trainings, and contact information.
	HMIS users

	Monthly Progress Newsletter
	Monthly
	Email
	To communicate what has been accomplished in the past month and what will be accomplished in the next month to HMIS users.
	HMIS users

	Weekly Updates
	Weekly
	Email
	To communicate weekly progress, barriers, and updates 
	Highly involved stakeholders

	Major Announcements
	Ad Hoc
	Email, website
	One-time communications based on the communication timeline on page one
	HMIS users,

	Stakeholder meetings
	Weekly or biweekly
	Virtual or in person
	To provide updates, problem solve, and solicit feedback from highly involved stakeholders
	Highly involved stakeholders

	Information Sessions
	Ad Hoc
	Virtual or in person
	To communicate specific information about key points & decisions during the transition process
	HMIS users


	Communication
	Frequency
	Channel
	Purpose 
	Intended Audience
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Your Communication Plan
Sample Communication Plan
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‘! Communication Timeline
Select your Vendor

4 Email: Announce your selected vendor and immediate next steps. Tip: Indlude link tosign up.
for future updates

Plan your Work Group

+ Workgroup Meetings: Set up recurring workgroup meetings

< Emall: Communicate workgroup team. Share point of contact for questions, concerns, &
feedback about the HMIS transition

% Newsletter: Set up mailing st for HMIS transition newsletter

Plan your Project & Set Goals

 Stakeholder Meetings: Set up recurring stakeholder meetings (use stakeholder map to ID
key players)

 Website: Set up transition website as an information hub

% Information Sessions: Schedule information sessions around key milestones (user
training, black-out period, go-live)

Engage your Community

“ Announcement Email: Send out an announcement email with a ink to the transition
‘website, aink to sign up for the newsletter, and a calendar of upcoming information
sessions

# Kickeoff Stakeholder Meetings: Begin your stakeholder meetings

< Information Session: Hold your first information session, covering key dates and resources

Plan Technology Solutions

< Newsletter, announcement email, and/or information session:
% Announce any decisions you've made about technology, including your plan for the
blackout period
4 Share upcoming training dates
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Kick-off with Bitfoc

 Newsletter & Website: Send out project timeline
% Stakeholder Meeting: Assign out tasks & responsibi

“ Newsletter & Website: Announce any updates to timelines, send reminders about
upcoming milestones, information sessions, and training opportunites.

4 Stakeholder Meeting: Discuss any configuration decisions you've made that will impact
agencies; announce plan for collecting user & agency agreements

% Announcements: Announce any upcoming training

% Newsletter & Website: Send out plans for blackout period

% Information Session: Discuss blackout period procedures, share t
plan for collecting user & agency agreements

% Announcements: Announce any upcoming training

% Newsletter & Website: Send out plans for blackout period; send out training schedule

4 Announcements: Announce blackout period; consider holding office hours

“ Newsletter & Website: Post recordings to trainings if applicable

4 Information Session: Discuss data that will be available at go-live and what will be
available after custom migration
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Go-Live & Beyond

“ Announcements: Celebrate success
% Newsletter & Website: Provide schedule for custom historic data availability
% Information Session: Collect feedback from users
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