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Executive Summary
This plan provides the key communication to roll-out the new <System Name> Intranet to all staff, and encourage them to accept and use it.
[bookmark: _Toc478037143]Intranet Purpose Statement
To help all staff collaborate easily and quickly find the resources required to successfully support strategic goals.
Communication Schedule
	Item
	Responsibility
	Due Date
	Details

	1. Communicate summary of this plan to all staff *
	<Internal Champion> assisted by Marketing
	March 15 (approx)
	· See draft below

	2. Communicate status update and reminder of all staff webinar *
	<Internal Champion> assisted by Marketing
	March 29
	· See draft below

	3. All staff webinar
	<Project Manager> / <Internal Champion>
	March 30
8:45 – 9:15
	· As described below
· Content Stewards available to help

	4. Content Steward training
	<Project Manager>
	March 30
	· After the all staff webinar

	5. Soft launch
“<System Name> is Live” message *
	<Internal Champion> assisted by Marketing
	April 3
	· See draft below
· Content Steward conference call in the middle of the day to discuss status and initiate any last minute site adjustments
· <Old System> is set to READ ONLY
· Users’ homepage and page that opens up on login to be changed to <System Name>

	6. Official go-live
	<Internal Champion>
	April 4
	· Includes new <System Name> kick-off contest
· Content Steward conference call to capture further feedback and initiate any minor site changes if needed

	7. Project Team celebration lunch
	<Internal Champion>
	April 7 or week after
	· A “Job Well Done, Project Complete” celebration lunch
· Design Team, Migration Team, and Steering Committee are invited
· Pizza and pop in the boardroom
· Show humorous videos?

	8. New <System Name> contest results announced *
	<Internal Champion> assisted by Marketing
	April 11
	· Prizes delivered

	9. Content Steward meeting #1
	<Internal Champion>
	mid-April
	· Check in
· Share learnings
· What needs to change?
· Any success stories?
· Prepare report to Steering committee

	10. Mid-month check-in
	<Internal Champion> assisted by Marketing
	mid-to-late April
	· We will check in with all staff to ask how the site is working and ask for honest feedback
· By survey or at the all staff meeting?
· Note that <Internal Champion> is away mid‑April

	11. Content Steward meeting #2
	<Internal Champion>
	mid-May
	· As above

	12. Content Steward meeting #3
	<Internal Champion>
	mid-June
	· As above

	13. Content Steward meeting #4
	<Internal Champion>
	mid-July
	· As above

	14. Content Steward meeting #5
	<Internal Champion>
	mid-August
	· As above

	15. Content Steward meeting #5
	<Internal Champion>
	mid-September
	· As above


* NOTE: Communications will be developed by <Internal Champion> and <Project Manager>, reviewed by Marketing, and sent by <Internal Champion> (posted as Staff Communications in <System Name> and emailed to all staff).
Training & Promotion
Training is a key activity. All training should have a positive, enthusiastic tone. The following are the planned training and promotion events.
1. Support Videos: Developed by <Project Manager> and posted to <System Name> as training resources by March 30. Topics include site overview; how to use document library; how to use the contact list (including connect to Outlook), search fundamentals, and all about metadata.
2. Content Steward Training: By early April, we will hold a ½ day session to teach Content Stewards about editing wiki pages, understanding permissions, all about metadata, using search, and managing the suggestion box.
3. All Staff Training: The morning of go-live (March 30) there will be a webinar walkthrough of <System Name>. We will record the session to post for future staff to peruse. We will use <Project Manager>’s Office 365 Microsoft Teams account for this delivery. On this day, we will also have cookies and handouts available for all staff at all locations by way of making it fun and memorable.
4. NEW <System Name> CONTEST: This is a SharePoint survey developed to invite and encourage users to exercise the system (details below).
5. Informal training by Content Stewards: As required, impromptu coaching and training can occur and should be encouraged.
6. [bookmark: _GoBack]Lunch & Learn Sessions: These are not currently planned but can be held on a periodic basis to allow users the opportunity to learn more about using <System Name>. The leader would be <Internal Champion>, <Project Manager>, Content Stewards, or anybody who has a tip or a success story to share.


Communication Drafts
Plan Summary and Update
[bookmark: _Hlk477604816]AUDIENCE: All Staff and Contractors
TITLE: New Intranet – Status Update
BODY:
Hello Everyone,
We are excited to announce the upcoming launch of our new Intranet!
Replacing and upgrading <Old System>, the new Intranet is called “<System Name>” (<explain name or how it was arrived at if desired>). Working with a contractor, <Internal Champion>, has led internal design and migration teams to build a simplified Intranet with powerful search capabilities designed to help you collaborate and quickly find the resources you need to support our strategic goals. Please note that we have started simply, so some features and content didn’t make it into <System Name>. We have a plan to gather advice and issues from you all to make continuous improvement over time – we are starting with the basics and asking you to guide us forward to a great new Intranet.	Comment by Author: Note we repurpose the purpose statement in every message.
Please note the following key dates:
All Staff Webinar introducing <System Name>: March 30 from 8:45 – 9:15 am
· Watch for a meeting invitation.
· Please make every effort to attend and be on time.
· This will walk you through the new site to provide some basic understanding.
· More in-depth training will be offered for those who want or need it.
Final Migration of files and other content from <Old System> to <System Name>: April 1 after close of business
· The Migration Team, led by <Internal Champion>, has been busily moving the most important materials from <Old System> to <System Name>
· <Old System> will remain available, but will be read-only, so there is a fallback while making <System Name> the go-to place for materials right away.
· As of 5:00 pm on March 31, please do not log into <Old System>, and especially do not change anything.
<System Name> is live: April 3
· This is the official day that <System Name> is now our go-to intranet platform.
· Many of you don’t work this day, so that gives a smaller audience (and less risk) as we address any issues that arise with the new site.
· Starting today, work with your “Content Steward” (see below) to help resolve issues and provide recommendations.
THANK YOU!
This has been a challenging project and we are proud of what we have achieved, thanks to help and guidance from the following:
Steering Committee: name; name; name; name
Internal Lead: <Internal Champion>
Design & Migration Team: name; name; name; name
SharePoint Consultant: <Project Manager>


Communicate Status Update and Reminder of All Staff Webinar
TIMING: March 29
AUDIENCE: All Staff and Contractors
SUBJECT: <System Name> is almost here
BODY:
REMINDER: Be on time and on-line for the webinar at 8:45 am tomorrow.
We are excited to show you our new Intranet! <System Name> will be live and in production as of April 3, so tomorrow’s webinar is to give you an initial look and feel of the new site. We will be copying the remaining <Old System> content over to <System Name> on April 1, so please do not plan on working this weekend.
We will start the webinar tomorrow at 8:45 sharp, so please call in and connect to Microsoft Teams link at least 5 minutes early. Connection information is in your calendar, and repeated here:
Phone: 1-877-xxx-yyyy; Code: zzzzz#
[bookmark: OutSharedNoteBorder][bookmark: OutSharedNoteLink]Microsoft Teams meeting: Join Microsoft Teams Meeting


Content Stewards Call to Action for Go-Live
TIMING: March 31
AUDIENCE: Content Stewards, Steering Committee
SUBJECT: Go-Live Migration and User Support
BODY:
Hello Content Stewards,
A quick communique as we drive for the finish line.
Final Migration
As you know, this Saturday we will copy all recently changed files from <Old System> over to <System Name>.
To manage the migration and make it easier for you place files where they need to be, we are planning the following process. Please talk to me today or tomorrow if you have any questions or concerns:
1. As per the team meeting yesterday, we have identified a final migration process which results in all of you being able to move folders and files around prior to go-live if you wish. NOTE: The _Private, _Team, and _Shared should not be moved or deleted and the _Private \_Go-Live as well.
2. <Old System> files changed since your full migration will be selected.
3. Those files will be copied into your _PRIVATE folder, in a _Go-Live subfolder.
4. First thing Monday or Tuesday, you will open your <System Name> Business Area library in Explorer and move (not copy) those Go-Live files where they need to be.
5. When finished, you will delete the Go-Live folder.
<Old System> will be fully accessible but read-only on Monday.
Go-Live Support
As you know, we recognize that <System Name> may have some issues and errors. The Steering Committee is aware and supports this go-live approach. This message must be communicated consistently, along the lines of “Thanks for raising that issue. Management direction was to get <System Name> live by April 3, warts and all, so we knew there would be some issues.”
What we would like you to do as much as possible next week, and especially April 3 and 4, is walk around your area and check in with staff. Rather than wait for them to come to you, please ask “Is <System Name> working okay? Any questions coming up?”
If people have urgent issues, call <Internal Champion> (<phone #>) or <Project Manager> (<phone #>). Slightly less urgent items can be emailed.
If someone raises what seems like a non-urgent issue or a suggestion for improvement, please encourage them to use the Suggestion Box, as long as it is not something that impacts current work. For example, you could say “Good idea, thank you, let’s capture that in the Suggestion Box so we can review it for possible action. Click on the HELP menu and select Suggestion Box, and click <new discussion>.” You can help them through the process.
Note if they are looking for some critical information and can’t find it on <System Name>, it is perfectly acceptable to direct them to <Old System> to find it, just note that they should not (and cannot) edit in <Old System>.
Thank you for all your help!
<Internal Champion> and <Project Manager>


<System Name> is Live Message
TIMING: April 3
AUDIENCE: All Staff and Contractors
SUBJECT: Your Intranet is now LIVE
BODY:
<System Name> is now live and is the go-to Intranet to support you in supporting customers and achieving strategic goals. <Old System> is still there for a while, but is set to read-only and not to be used unless necessary.
Some key links and supports for you:
· Please read the Quick Reference Guide.
· Feel free to watch the Site Overview video.
· Know who your Content Stewards are and ask them, or <Internal Champion>, for help.
· If you have non-urgent ideas or questions, please post them in the <System Name> Suggestion Box.
· How-to videos are found here.
New <System Name> Contest
Yes, there is a free lunch…well for 5 lucky people. Complete the New <System Name> Survey by close of business April 10 and you will be entered into a draw for one of five $25 gift certificates from a local eatery. The <System Name> Survey is a way for us to show you around <System Name> and share some quick tips.
CLICK HERE TO COMPLETE THE SURVEY AND ENTER THE CONTEST.
Note again that <Old System> is still there, but is read-only. <System Name> is our go-to site and we recognize that it will take a little time to get used to it. Thanks for your patience. We believe it will be a useful and powerful new tool for <Company Name>, but the proof of the pudding is in the tasting. Please let us know how you like it!
<Internal Champion>, the Steering Committee, and the <System Name> Design Team.
THANK YOU!
This has been a challenging project and we are proud of what we have achieved, thanks to help and guidance from the following:
Steering Committee: name; name; name; name
Lead: <Internal Champion>
Design & Migration Team: name; name; name; name
SharePoint Consultant: <Project Manager>
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