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Projekta komunikacijas plans

(Project Communication Plan)
1. IEKSJA KOMUNIKACIJA (Internal communication)

Group 1 and 2, as minimum should be informed about (Darbinieki (1. Un 2.grupa), kuriem noteikti jabiit informétiem
par)):

1. people who work directly with the project (darbinieki, 2. people who work in the Lead partner and
kuri tiesi iesaistiti projekta Isteno$ana) partner institutions, but are not involved in
project activities. (darbinieki, kuri strada vadosa
partnera  organizacija un projekta partneru
organizacija, bet nav iesaisti projekta aktivitates)

What are the main aims, activities ? Why the institution is involved in the Project?
(Kadi ir galvenie mérki, aktivitates?) Kapéc organizacija iesaistas projekta?

Who is responsible for what ? What are the benefits for the organisation ?
Kurs ir atbildigs par ko? Kadi biis labumi organizacijai?

What is done, why and when? Who is working for the Project?

Kas ir darams, kap&c un kad? Kas strada pie 1 projekta?

What are the deadlines ? Who is the contact person ?

Kadi termini? Kas ir kontaktpersona?




Who is responsible for overall coordination ?
Kurs ir atbildigs par vispar&ju koordinaciju?

What are the aims and main activities of the project ?
Kadi ir projekta galvenie meérki un aktivitates?

What are the problems, successes and challenges ?
Kadas ir problémas, panakumi un izaicinajumi?

What about is the specific programme your project is
co-funded from ?
No kadas programmas projekts tiek lidzfinanséets?

What are the main results of the project ?
Kadi ir projekta galvenie rezultati?

Project external Communication Plan

PROJEKTA AREJAS KOMUNIKACIJAS PLANS (PARAUGS)

Labi izplanotam projektam ir laba Komunikacijas stratégija.
Zémak aprakstitas Projekta Komunikacijas plana vadlinijas un iespgjas.

What Who / Target Purpose When/ Frequency Type / Method(s)
Kas Kurs$ / Mérkgrupa Merkis Kad / BieZums Tips / Metode

Initiation meeting
(Sakotngja sanaksme)

All stakeholders
(Visas iesaistitas puses)

Gather information for initiation plan
(Tegit informaciju, lai sagatavotu
uzsaksanas planu

FIRST (pirma)

Before project start
date (Pirms projekta
sakuma)

Meeting
(Sanaksme)

Distribute project
Initiation plan
(Projekta  uzsakSanas
plana izplatisana)

All stakeholders
(Visas iesaistitas puses)

Distribute plan to alert stakeholders
of project scope and to gain buy in.
(Izplatit projekta planu iesaistitajam
pusém, lai iegtitu to piekrisanu)

Before kick off meeting
(Pirms pirmas
sanaksmes)

Before project start date
(Pirms projekta sakuma
datuma)

Document distributed
via  hardcopy or
electronically. May be
posted on project
website.

(dokumentu izplatiSana
elektroniski vai papira
forma. Var tikt ievietota
projekta majaslapa.)

Project kick off (Pirma
sanaksme)

All stakeholders*
(Visas iesaistitas puses)

Communicate plans and stakeholder
role/ responsibilities.
Encourarage communication
stakeholders

among

At or near project start
date

(Projekta sakuma datuma
vai tuvu tam)

Meeting
(Sanaksme)




(Informét  par  planiem,  sadalit
pienakumus un atbildibas)

(Veicinat sazinu starp iesaistitajam
pusém)

Status report
(Statusa atskaite)

All  stakeholders and
project office
(Visas iesaistitas puses

un projekta vadiba)

Update stakeholders on progress of the
project (Informét iesaistitas puses par
jaunako projekta norisg)

Regularly scheduled.
Monthly is recommended
for large/ midsize
projects (Regulari, 1 reizi
ménesi tiek rekomendéts
liela vai vidéja izméra
projektiem)

Distribute electronically
and post via website.

(Izplatisana elektroniski
un interneta vietne)

Team meetings Entire project team To review detailed plans (Tasks, | Regularly scheduled. Meeting
(Komandu sanaksmes) | Individual meetings for | assignments, and action items) Weekly is recommended | (Sanaksme)
sub-teams, tehnical team, | (Detalizéta plana izstrade — uzdevumi, | for entire team. Weekly
and functional teams as | pienakumi, riciba) or bi-weekly for sub-
appropriate. teams as appropriate
(Visa projekta komanda. Regulari. Rekomendéts
Vajadzibas gadijuma vienu reizi nedela visai
individualas sanaksmes komandai un katru otro
apakskomandam: ned€lu apakskomandam.
tehniskajam,
funkcionalajam.)
Project advisory Project advisory Update project advisory group on status | Regularly scheduled. Meeting
Group meetings (This | Group  and project | and discuss critical issues. Work | Monthly is recommended | (Sanaksme)
may apply only to | manager through issues and change requests here | (Regulari, rekomendéts 1
larger projects) (Projekta konsultanti un | before escalating to the sponsors(s) reizi ménesi)
(Projekta  konsultantu | projekta vaditajs) Informét projekta konsultantus par
sanaksmes. So  var projekta statusu un apspriest
piemérot tikai lielajiem problémjautajumus. Risinat
projektiem) problémsituacijas un veikt izmainas
pirms iesaistit sponsorus.
Sponsor meetings Sponsor(s) and project | Update sponsor(s) on status and discuss | Regularly scheduled. Meeting
(Sponsoru sanaksmes) | manager critical issues. Seek approval for | Recommended biweekly | (Sanaksme)

(Sponsori
vaditajs)

un projekta

changes to project plan.
(Inform@t sponsorus par aktualako un
apspriest kristiskus jautajumus. Sanemt

or monthly and also as
needed when  issues
cannot be resolved or




apstiprinajumu  izmaipam  projekta

plana.)

changes need to be made
to project plan

(Regulari,
rekomend&jams  vienu
reizi meénesi Vvai reizi

divas nedglas, vai biezak,
ja rodas problémas vai
javeic kadas izmainas
projekta plana).

Executive sponsor | Executive sponsor(s) and | Update sponsor(s) on status and discuss | Not regularly scheduled. | Meeting
meetings (This may | project manager critical issues. Seek approval for | As needed when issues | (Sanaksme)
apply only to larger | (Generalsponsori un | changes to project plan. cannot be resolved or
projects) projekta vaditajs) (Informét sponsorus par projekta statusu | changes need to be made
Generalsponsoru un apspriest kritiskus  jautajumus, | to project plan.
tiksanas, var attiekties problémas.  Sapemt apstiprinajumu | (Netiek sasauktas
tikai lieliem projektiem izmainam projekta plana). regulari. Tas tiek
sasauktas, kad ir
nepieciesams, vai ja
rodas problémas un ir
javeic kadas izmainas
projekta plana).
PPO audit/ review Project office, Project | Review status reports, issues and risks. | Monthly Meeting/ Report
(PPO Audita parskats) | manager, select | To identify and communicate potential | Scheduled by the project | Project  office  will
stakeholders and possibly | risks and issues that may effect the | office. produce report using
sponsor(s), if necessary | schedule, budget or deliverables. (Katru ménesi/ Saskana | their template
(Projekta komanda, | (Parskatit statusa atskaites, riskus un | ar  projekta  vadibas | (Sanaksme/  atskaite.
projekta vaditajs, | problémas. Identificét un izvértét | noteiktu grafiku). Projekta komanda
izvElctas iesaistitas | potencialos riskus un problémas, kas izveido atskaiti vadoties

puses, ja nepiecieshams -
sponsori)

varétu ietekmét laika grafiku, budzetu,
projekta nodosanas terminus).

péc parauga)

Post project review

(Projekta
parskats)

beigu

Project office, Project
manager, key
stakeholders and
sponsor(s).

(Projekta komanda,

Identify improvement plans, lessons
learned, what worked and what could
have gone better. Review
accomplishments.

(Identificét uzlabojumu planu, iegttas

End of project or end of
major phase.

(Projekta  beigas  vai
kadas galvenas fazes
beigas).

Meeting/ Report

Project
produce

office
report

will
using

internal template.

(Sanaksme/

atskaite.




projekta vaditajs,
galvenas iesaistitas puses
un sponsori)

zinasanas, lietas, kuras vargja tikt
izdaritas labak. Parskatit sasniegumus).

Projekta komanda
izveido atskaiti saskana
ar paraugu)

Quarterly project | Project office, Project | Review overall health of project and | Quarterly depending on | Meeting/ Report
review manager, key | highlight areas that need action. size and criticality of the | Project  office  will
(Ceturksna parskats) stakeholders (Parskatit projekta dzivotsp&ju, izcelt | project. Scheduled by the | produce report using
(Projekta komanda, | jomas pie kuram japiestrada) project office. internal template
projekta vaditajs, (Reizi ceturksni, atkariba | (Sanaksme/  atskaite.
galvenas iesaistitas no projekta lieluma un | Projekta komanda
puses) kritiskuma. Vai Projekta | izveido atskaiti saskana
komandas ierosintas.) ar paraugu)
Presentations to special | Examples: To update external groups to promote | At project milestones so | Presentation/
interests groups PMT (Project managers | communication and create awareness of | as to communicate with | Demonstration
(Prezentacijas  ipasam | team), OIT leadership | project interdependencies. other interested parties of | (Prezentacija/
intereSu grupam) group, AIS quarterly | (Informét ar€jas grupas un veicinat | changes that will be | Demonstracija)
review, AMG (Academic | komunikaciju, radit izpratni par projekta | introduced outside of the
managers group ), etc. savstarp€jo saistibu). project team.
(Projekta vadibas (Projekta starpposmos lai
komanda, OIT Iideru sazinatos  ar  citam
grupa, AIS ceturksna ieinteres€tajam  pusém
parskats, AMG - par izmainam, kas tiks
akadémiska vadibas ieviestas arpus projekta
komanda). komandas.)
Periodic demos and | Specific focus group or | To gain input from special groups and | Once product has enough | Presentation/ discussion
target presentations end users. keep them abreast of the project’'s |to ,Show”. As You | Prezentacija/ diskusija
(Periodiskas mérka | Examples: status. complete critical phases
prezentacijas) AMG (Academic | (lai iegutu viedokli no specifiskajam | or make major
managers group ), | mérka grupam, un, lai attiecigas grupas | enhancement.
students, power users, | bautu informé&tas par projekta statusu) (Kad ir ko ,atradit” vai

help desk, dept mgrs.,
etc.

(Specifiska fokusa grupa
vai gala lietotaji.

Piemeéri:
Studenti,
lietotaji,

elektroenerijas
palidzibas

ir pabeigta  kada no
galvenajam fazém).




dienesti,  departamentu

vaditaji )
Other.. To be determined by the | General communications As needed (Pec | E-mail list, PU home
(citi) project manager. (Vispariiga komunikacija) nepieciessamibas) page, announcements,
(Nosaka projekta etc.
vaditajs) (e-pastu saraksts, majas

lapas interneta,
pazinojumi u.c.)

ESF projekts ,,Kurzemes planosanas regiona un ta pasvaldibu kapacitates paaugstinasana arvalstu finansSu palidzibas lidzfinanséto projektu un
pasakumu istenosanai” (1DP/1.5.2.2.3/11/APIA/SIF/084/99)



