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	Project Name:
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	Prepared By:
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Project Status Reporting (monthly, quarterly, etc.)– 

The project manager will distribute a project status report on a [monthly] basis. The project status report will be distributed to: 

· Sponsors, Customers, Resource Managers, Advocates, …

· Or name persons here.
Conference Calls (weekly, monthly, etc) –

The project manager will schedule [weekly] conference calls with . . .
Required to attend are:

· Department . . .
· ITD Infrastructure Primary Staff (secondary if primary not available)
· ITD Software Engineer Primary (secondary if primary not available)

· ITD Desktop Computer Support Primary. . .

· Project Manager

· Advocate
Optional to attend are:

· Department . . .
· ITD Infrastructure Advisory . . .
· ITD Infrastructure Supervisor . . .
· ITD Advocacy Supervisor . . .
· ITD Administrator . . .
Purpose (agenda) of the weekly conference call is:

1. Issues – discuss status of existing open issues and add new issues when  appropriate

2. Task Status -- review task status as to percent complete and make plan adjustments as needed

3. Agree on next action items and assignments

Resource Manager Meetings (bi-weekly, monthly, etc.)
The project manager will hold [bi-weekly] meeting with managers of the project resources. These resource managers include vendor specific managers, County functional managers, etc…

Note - given the Steering Committee direction to manage the project through existing ITD resource managers with no staff being specifically assigned as accountable to the project manager it is agreed that the project manager will hold Resource Manager Meetings as often as required to promote project completion progress and hold the Resource Managers accountable to their team’s assignments. 
Project Staff Meetings (weekly, monthly, etc.)
The project manager will schedule a regular [bi-weekly] project status meeting with the participating project staff members and their Resource Managers.
Purpose (agenda) of the Project Staff meeting is:

1. Project-wide Issues – discuss status of existing open issues that affect the entire project and add new issues when  appropriate

2. Project Status -- review overall project status and make plan adjustments as needed

3. Agree on next action items and assignments

Steering Committee Meetings (bi-weekly, monthly, etc.)
The project manager will schedule regular project steering committee meetings.
Purpose (agenda) of the monthly Project Steering meeting is:

1. Accomplishments since last meeting

2. Issues – discuss significant open issues and seek guidance and decisions regarding the resolution of those issues.

3. Project Status / Next Steps – review the overall project progress and seek guidance and decision regarding how to move the project forward within budget and resource constraints.
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