
User Group Chair 

(SAUG/HUG)

Official Kickoff Email

Campus SAUG/

HUG Reps

Distribute Kickoff 

Email to campus 

stakeholders

 

Kick-off Announcement sent 

to SAUG/HUG by respective 

Chairs. SAUG/HUG Reps 

distribute to campus 

stakeholders, adding own 

message.

(One time only)

CMS

(Draft Kickoff 

Email) 

Kickoff

What to Expect email sent 

by CMS Leads to module 

group participants and 

Campus Directors to 

describe the nuts and 

bolts of webcast 

methodology, and outline 

desired audience and pre-

requisites for participation

(One time only)

What to Expect*

CMS Leads send 

What to Expect to 

module group 

 

Campus 

Directors for info 

and to ensure all 

stakeholders 

receive  

 

SAUG/HUG 

(Consult/review)

CMS Leads send 

Itineraries for 

specific module 

groups

 

Campus Directors 

for info and to 

ensure all 

stakeholders 

receive  

 

SAUG/HUG 

(Consult/review)

Itinerary sent by CMS 

Leads to module group 

participants and Campus 

Directors provides dates 

and general content of 

planned webcasts

(Updates as required if 

schedule changes)

Itinerary*

Prior to each webcast, 

CMS Leads will send out 

a detailed agenda and 

documentation (if 

applicable) for the 

upcoming session.  

PowerPoint and Notes 

distributed after session

(One per webcast)

Agendas*

8/26/2009

Communications Plan – Step Two for Success 

Three Weeks Prior 

to First Mod 

Review Webcast

One Week Prior to 

Each Webcast
Two Weeks Prior 

to First Webcast 

for Each Module

Immediately After 

SAUG/HUG Email

Stakeholders at 

Campuses: SMEs, 

Module Groups, Power 

Users, etc.

 

Stakeholders at 

Campuses: SMEs, 

Module Groups, Power 

Users, etc.

 

Stakeholders at 

Campuses: SMEs, 

Module Groups, Power 

Users, etc.

 

Dates posted on 

CMS Upgrade 

Calendar

 

CMS Lead sends 

Itinerary for 

specific module 

groups

 

Campus 

Directors for info 

and to ensure all 

stakeholders 

receive  

 

SAUG/HUG 

(Consult/review)

Stakeholders at 

Campuses: SMEs, 

Module Groups, Power 

Users, etc.

 

Dates posted on 

CMS Upgrade 

Calendar

 

*Copied to HR/SA Managers, HUG/SAUG Chairs and SOSS Director
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