Appendix A –Communications Schedule for Technology Handbook Rollout

	IPT Communication Events

	Frequency
	Vehicle
	Audience
	Message
	Ownership
	Rationale

	Each Wednesday
	IPT

Group Meeting
	IPT team members, special invited guests
	Discuss IPT issues report updates, give status
	Technology Handbook Lead
	IPT members to discuss issues that may impact other teams, contributors

Supporting Document: Minutes on FSA Net CIO Website

	Weekly following Tuesday meeting
	Technology Handbook IPT Website
	All FSA /mod partner 
	Minutes, Update status of IPT
	Technology Handbook Lead
	To give access to of available documents, (charter) meetings, news, etc. 

Supporting Document:  FSA Net CIO Website

	One Time
	“FSA Now” Article
	All FSA/mod partners
	Check out the New-improved Technology Handbook
	Tech Handbook IPT member
	To inform audience about the Technology Handbook improvements

Supporting Document: FSA Now article 2/22/02

	One Time


	FSA Intranet
	All FSA/mod partners
	FSA Front page headline with link to Tech Handbook
	Tech Handbook IPT member
	Quick Hit Notification

Supporting Document: Front page banner 03/06/02

	One Time
	Awareness presentation
	Senior Leadership
	High level status of the newly improved Technology Handbook
	TPT Lead
	To increase awareness to senior leaders of the newly improved Technology Handbook

Supporting Document:  Power Point Presentation 3/11/02

	One Time


	Flyer
	All FSA mod partners
	Check out the New and  Improved Technology Handbook
	Technology Handbook Communications Plan Manager
	Socialization of the Technology Handbook

Supporting Document:  Flyer 03/13/02

	One Time
	“Top Stories” article
	Users of   Technology Handbook
	Identify the who, what, when, where and why of the Technology Handbook
	IPT Lead
	Informational article 

Supporting Document: Top Story delivered 03/13/02 –Appears in next issue.

	As needed
	“Questions That Need Answers” Email
	All FSA projects using Technology Handbook
	Answer frequently asked questions about the process to projects
	Technology Handbook Communications Plan Manager
	Notification of significant future changes to the Technology Handbook

Supporting Document:  Email link within each section of the handbook

	One time
	Email
	All FSA Technology Handbook Content Owners
	Notification of email message for feedback
	Communications Lead
	Information email:

Supporting Document:  Email (distribution for constructive feedback) 4/03/02

	One time
	Email
	All FSA/mod partners
	Notification to all of release of updated Technology Handbook
	IPT Lead
	Information email

Supporting Document:  Email Draft 04/03/02 to be reviewed by the IPT

	Always available 
	Email
	All FSA Technology Handbook audience
	Survey 
	IPT Lead
	Customer Service Initiative (Feedback):

Supporting Document:  Survey (distribution TBD)
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