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Objective 
This document defines a comprehensive communication plan that will be utilized to inform World Market 

(WM) personnel of the desktop deployment project goals and status. The objective of the communication 

plan is the effective exchange of project-specific information with an emphasis on minimizing the impact to 

all staff. 

Convergent Computing believes effective communication is one of the most important factors contributing 

to the success of this project. An effective communication strategy is built into our project delivery process. 

This communication plan is part of the overall project management plan. 

Audience 
This desktop migration affects all WM personnel.  It is imperative that individuals and priority groups 

requiring special attention are factored into the communication plan. 

Communication Strategy  
The following sections define the communication guidelines, channels, messaging and modalities. 

Communication Guidelines  

The project team has discussed the World Market cultural communication preferences and the following 

high-level guidelines will be utilized: 

• Style guide has been provided by WM (Tim) 

• Logo has been provided by WM (Tim) 

• No language translation is required 

Communication Channels 

In a preliminary discussion between WM and CCO, the available and effective communication channels are 

defined as follows: 

Channel Description Content 

Creation 

Delivery Owners 

Email Email will be the primary means for communicating 

project information to personnel.  The final, approved 

emails will be sent by a WM mailbox owner (Tim) with 

permissions to send communications accordingly. 

CCO • CCO 

• WM 

User Guide As the project progresses, we will provide ad hoc 

materials as needed  

CCO • CCO 

• WM 
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Messaging 

Email will be the primary means for communicating project milestones to WM personnel.  A designated 

WM mailbox owner will deliver project-related notices. The following table outlines the series of email 

communications that will reach WM personnel related to the overall desktop deployment initiative. 

Name Audience Timing Channel Content 

Email 1 

Awareness 

All 
Personnel 

[DATE] Email • Overview of migration initiative 
• Energize, engage, set expectations for ease of 

transition and success 

• Where to go for questions/support services 

Email 2 

Readiness 

Pilot 

Pilot 
Users 

[DATE] Email • Thanks for being pilot users 
• Reminder of migration event 
• Assert low impact on users 

• Provide additional instructions 
• Request post-migration feedback 
• Where to go for questions/support services 

Email 2 

Readiness  

By 
Migration 
Group 

[DATE] Email • Reminder of migration event 
• Assert low impact on users 

• Provide additional instructions 
• Where to go for questions/support services 

Email 3 

Follow Up 

By 
Migration 
Group 

[DATE] Email • Follow up to confirm no issues with migration 
• Where to go for questions/support services 
• Request to complete a short survey to track 

success/issues 

Individual 

Emails 

VIP Users [DATE] Email • Coordinate communication through executive 
administrators 

Content Approval Process 

All content (e.g., email, user guide, training materials, etc.) will go through the same review and approval 

process as outlined below: 

 

This review process should occur over a 24-hour period from draft content submittal to final approval. 
  

Draft/design 
content

(CCO)

Content review 
and iterations

(WM/CCO)

Content Approval

(WM)

Delivery/ 
Publishing

(WM)
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Timing for the Communications 

CCO recommends sending: 

• Email 1 - Awareness message should be sent one week in advance of the pilot.  Assuming the pilot 

is set to start on Monday, 1/17/2022, this initial email should be sent on Monday, 1/10/2022. 

• Email 2 - Readiness message should be sent 2-to-3-days in advance of user migration. 

• Email 3 - Follow-up message with a survey should be sent to confirm users have been successfully 

migrated. We recommend including a survey to capture feedback, and this follow-up message can 

be used to add follow-up instructions if it is determined post-migration tuning is needed. 

 

Modalities 

The following email designs have been provided as sample content to be reviewed/approved by World 

Market staff utilizing the content approval process defined above. The individual emails will be sent to the 

designated WM “reviewers” in Word format for editing and approval prior to publishing. 
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Sample Email 1 – Awareness 
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Sample Email 2 – Pilot -  Readiness 
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Sample Email 2 – Readiness 
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Sample Email 3 – Follow Up 
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VIP Users – Individual Emails 

The VIP user messaging will be similar in approach to other WM Separation Program events (samples of 

which were shared by Tim), and communication as well as migration activities will be coordinated through 

the executive administrators. 

 

User Guide 

End-user training materials will be made available as needed and will utilize a similar template to previous 

WM Separation Program instructions (samples of which were shared by Tim). In a preliminary discussion 

between CCO and WM, the following training modalities were discussed. 

Modality Description Content 

Owner 

Delivery / Publishing 

On-Demand • Quick Guides, User Guides, Step-by-step 

instructions 

CCO TBD 

 


