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1  Project Overview 

The Animal and Plant Health Inspection Service (APHIS) Dispatch System Implementation Project was chartered by US Department of Agriculture Animal and Plant Health Inspection Service to implement an agency-wide dispatch system. The system is comprised of two major components: 1) Policy/Process/Procedures and 2) Automated Support Systems.  The project has three phases:
Short-term Objective: By October 1, 2006, APHIS will have the capacity to dispatch 200-300 APHIS personnel and process requests for 3,000 additional resources per incident for 5 concurrent Avian Influenza outbreaks nationally that could last from 4 to 6 months.
Long-term Objective: By September 30, 2008, APHIS will have a fully functional dispatch system for all APHIS personnel, supplies, and equipment to deal with all-hazards. 

Operations and Maintenance:  Operations and maintenance covers on-going server support and annual software maintenance and data administration.
2 Objectives
The purpose of this Communications Plan for the APHIS Dispatch Project is to provide an overall framework for managing and coordinating a variety of communications with the following objectives:

· Keep executive leadership and other stakeholders informed of issues and progress. 

· Deliver to the user community accurate, on-time, relevant information and direction to help implementation, minimize confusion and increase user acceptance. 

· Facilitate interagency project team input and involvement to assist in the successful implementation of the Dispatch System. 

· Receive crucial information and feedback from stakeholders and ensure the  effectiveness of outgoing project communication efforts

By outlining and following a strategy for the coordination and implementation of information with internal and external audiences, the APHIS Dispatch Project Team will ensure that all audiences will have access to the information they need, in the format they want.

3 Key Messages

Resource Ordering and Status System (ROSS) is a national interagency initiative sponsored by the National Wildfire Coordinating Group (NWCG).  ROSS automates the reporting of resource status and the documentation of resource ordering business processes. 
This project will implement an agency-wide dispatch system within US Department of Agriculture Animal and Plant Health Inspection Service (APHIS) which will utilize ROSS through an agreement with the Forest Service.

This project has three phases: 

· Short-term to meet the potential needs in the event of Avian Influenza outbreak within the US this fall
· Long-term to ensure a fully functional dispatch system to respond to all hazards

· Operations and Maintenance is ongoing 24 by 7 server support and software maintenance

APHIS Dispatch policy and procedures will reference the standards described in the Interagency Standards for Fire and Fire Aviation Operations (NFES 2724) and National Interagency Mobilization Guide (NFES 2092)
4 Communication Audience
The communication requirements for this project are to prepare relevant, accurate, and credible information regarding the APHIS Dispatch Project and distribute it to appropriate audiences – both internal and external to the project – in a timely manner and in an appropriate format.  Equally important is a “feedback mechanism” to receive information from stakeholders and measure the effectiveness of the communication efforts.
4.1 External Audience

The project has identified the following groups as the external communications audience:
· APHIS Dispatch Project Sponsors
· APHIS Management 

· APHIS Dispatchers and Center Managers
· APHIS Response Resources
· Forest Service Management

· Other interested parties

4.2 Internal Audience

· APHIS Project Core Team Members (contact information in Appendix C)
· APHIS Project Manager
· NWCG ROSS Project Manager
· NWCG ROSS Deputy Project Manager
· NWCG ROSS Task Lead  
· NWCG ROSS Subject Matter Experts (SME) 

· APHIS Emergency Dispatch Working Group (members identified in Appendix D)
5 Communication Strategies and Tactics
The project team will use the most appropriate technology to transfer information to both external and internal audiences.

5.1 External Communications Methods
Documents that describe the project and current status will be made available to an external audience.  Some of the products and methodologies include the following: 
· Monthly status reports will be the primary method of communication regarding the status of the project and will include: status summary, key tasks and accomplishments, significant project issues, schedule, budget, staffing
· APHIS web page with links to ROSS web page will be a secondary method of communications 

· Briefing Paper (1 page) will provide a project overview that can be used in management briefings  

· Email  both individual and mailing lists will be used to share quick project, updates, meeting reminders, and/or other project opportunities
· Formal Presentations will be as requested and as staff is available
· Informal briefings at meetings will be as requested and as staff is available
· Conference calls will be used for discussing issues, sharing information, and reaching consensus on decisions
· Telephone

· One-to-one conversations
5.2 Internal Communication Methods

Project plans and documentation shall be made available to the all project team members.  An archive set of project plans and documentation will be maintained at the Forest Service Fire and Aviation Information Systems Project Office in Denver, Colorado as well as online at the Lotus QuickPlace site at:  http://www.notes.fs.fed.us:81/firepm. 

Depending upon agency access, project plans and documentation shall also be available through the APHIS Lotus Notes Quickplace at: <need address here>
Additional internal communications will include:

· Weekly conference calls

Wednesdays at 3:00EDT, 1:00 MDT, 12:00 PDT 

Call-in number  (208) 387-5998 

· APHIS Dispatch Core Project Team Meetings as scheduled

· APHIS emergency Dispatch Working Group Meetings as scheduled

· Email 

· Telephone

· One-to-one conversations 

· Net conferencing as needed

5.3 Feedback mechanisms 

The APHIS Project Manager and NWCG ROSS Project Manager will encourage stakeholders to provide constructive feedback on the project and shall help develop a system that will provide quantifiable data on the effectiveness of communication efforts.  Feedback can be provided verbally or written.  
Verbal communications can occur through:

· Formal Presentations 

· Informal briefings at meetings 

· Conference calls

· Telephone

· One-to-one conversations 

Written communications can occur through:

· Email
Formal written communications will be required to document: 

· approvals or acceptance of milestones or deliverables

· change requests 

· requests for confidential data

All written comments or questions will be documented in a database. 

Some comments or questions may be shared as a FAQ, others may just require better clarification which could then feed into updating the briefing paper and/or newsletter. 

Oral comments or questions will be addressed as needed and appropriate to do so at the time. Some may be shared as a FAQ and used to update project briefing materials. 
6 Communication Schedule
6.1 Provided when communication is needed immediately:   

Agency e-mail, conference calls, one-on-one calls and website postings.

6.2 Provided on regular basis:  

Weekly conference calls, monthly status reports, and project core team meetings

6.3 Provided only when changes are made:

Work Breakdown Structure (WBS), project plans, white papers, executive summaries, etc.

Any proposed changes to the scope of the Project shall be submitted in writing to the Project Manager using the Change Request Form found in the Project Plan.
Appendix A – External Communications Matrix
	What
	When
	How
	Who 
	Audience

	
	
	
	
	Sponsor
	APHIS

Mgmnt
	Dispatch & Center Mgrs
	Response Personnel
	ROSS
Mgmnt
	Other

	Project Charter
	Approval
	Email; APHIS website
	APHIS PM
	Approve
	Receive
	Upon request
	Upon request
	Receive
	Upon request

	Project Plan Documents
	Approval and upon updates
	Email and APHIS website as appropriate
	APHIS PM/ ROSS Team
	Approve
	Input
	Upon request
	Upon request
	Upon request
	Upon request

	Briefing Paper
	Project start and updated as needed
	Email; APHIS website; Hard copies available during presentations and briefings
	APHIS PM
	Receive
	Receive
	Receive
	Receive
	Receive
	Upon request

	Project Status Reports
	Monthly 
	Email; APHIS website
	APHIS PM
	Receive
	Receive
	Receive
	Receive
	Upon Request
	Upon request

	Project Status Presentations
	As requested
	Powerpoint presentation and/or oral briefing
	APHIS PM/

ROSS Team
	Upon request
	Upon request
	Upon request
	Upon request
	Upon request
	Upon request

	Project updates and opportunities
	As appropriate
	Email 
	APHIS PM
	Receive
	Receive
	Receive
	Receive
	Upon request
	Upon request

	Major Milestone Announcement
	As completed
	Email
	APHIS PM
	Receive
	Receive
	Receive
	Receive
	Upon request
	Upon request

	Acceptance Testing 
	End of test
	Letter
	APHIS PM
	Approve
	Input
	Upon request
	Upon request
	Upon request
	Upon request





Appendix B – Internal Communications Matrix

	What
	When
	How
	Who
	Audience

	
	
	
	
	APHIS PM
	ROSS PM
	ROSS Deputy
	ROSS Task Lead
	ROSS SME
	Working Group

	Draft Project Charter
	Project start
	Email; Lotus Notes Quick Place
	ROSS PM/ APHIS PM
	Approve
	Review/

Approve
	Input
	Input
	Receive
	Receive

	Project Plan Documents
	Initiation and upon updates
	Email; Lotus Notes Quick Place
	Task Lead/ APHIS PM
	Review
	Review
	Input
	Produce
	Access
	Access

	Briefing Paper
	Project start and updated as needed
	Email; APHIS website; Hard copies available during presentations and briefings
	APHIS PM
	Approve
	Receive
	Input
	Input
	Receive
	Receive

	Project Status Reports
	Monthly 
	Email; APHIS website; QuickPlace
	Task Lead/ APHIS PM
	Approve
	Review
	Input
	Produce
	Receive
	Receive

	Major Milestone Announcement
	As completed
	Email
	APHIS PM
	Receive
	Receive
	Receive
	Receive
	Receive
	Receive

	Project Status Presentations
	As requested
	Powerpoint presentation and/or oral briefing
	APHIS PM/ ROSS Team
	Approve
	Consult
	Consult
	Consult
	Access
	Access

	Core Team Meetings
	As scheduled
	Minutes sent via email; posted to QuickPlace
	APHIS PM/ Task Lead
	Participate & receive
	Participate & receive
	Participate & receive
	Participate & receive
	Upon request
	Upon request

	Conference Calls
	Weekly
	Notes sent via email; posted to QuickPlace
	Task Lead
	Participate & receive
	Participate & receive
	Participate & receive
	Participate & receive
	Upon request
	Upon request

	Working Group meetings
	As scheduled
	Netconferencing; conference call; minutes sent via email; posted to QuickPlace
	APHIS PM
	Coordinate
	As requested
	As requested
	As requested
	As requested
	Participate & receive

	Acceptance Testing 
	End of test
	Letter
	APHIS PM
	Approve
	Input
	Input
	Input
	Input
	Input


Appendix C – Project Core Team Contact Information

	Position
	Name
	Office Phone
	Cell Phone
	Email

	APHIS Project Manager
	Bill Macheel
	(301) 734-4420
	(240)328-8027
	William.O.Macheel@usda.gov

	NWCG ROSS Project Manager
	Jon Skeels
	(303) 236-0630
	(303) 902-1897
	jskeels@fs.fed.us

	NWCG ROSS Deputy Project Manager
	Nancy DeLong
	(208) 947-3710
	(208) 866-7061
	ndelong@fs.fed.us

	NWCG ROSS Task Lead
	Dorothy Albright
	(541) 750-7403
	(541) 231-0209
	dpalbright@fs.fed.us


Appendix D – APHIS Emergency Dispatch Working Group
	Organization
	Name
	Contact Info

	OEMHS
	Karen Goldstein,
	Karen.T.Goldstein@aphis.usda.gov

	
	Debbie Knott
	

	MRPBS
	Paul Silverio,
	Paul.W.Silverio@aphis.usda.gov

	
	Paula Bailey-Johnson
	Paula.Bailey-Johnson@aphis.usda.gov

	
	Ron Dale (LMR Rep.)
	

	Veterinary Services
	Mark Teachman
	Mark.E.Teachman@aphis.usda.gov

	
	Gordon Cleveland
	gordon.s.cleveland@aphis.usda.gov

	International Services
	John Shaw
	John.L.Shaw@aphis.usda.gov

	
	Eric Hoffman
	Eric.Hoffman@aphis.usda.gov

	
	Micah Rosenblum (FAS)
	

	Wildlife Services
	Seth Swafford
	Seth.Swafford@aphis.usda.gov 

	
	John Sinclair
	

	Plant Protection and Quarantine
	Martin Torrez
	

	Animal Care
	Darrel Styles
	Darrel.K.Styles@aphis.usda.gov

	
	Allan Hogue
	Allan.T.Hogue@aphis.usda.gov


Appendix C - Document Revision History

	Version Number
	Date
	Description

	V1.0
	7/18/2006
	Initial Draft - Albright

	V1.1
	7/27/2006
	Incorporated comments from DeLong and reformatted plan to be consistent with NWCG best practices; identified APHIS working group members, and APHIS QuickPlace for documentation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


















































�What – List items or occurrences to be communicated.


When - Indicate when the item should be generated and or updates distributed.


How – Indicate the form the communication will take.  


Responsible – Indicate the name of the person or team responsible for producing and/or delivering the communication.


Audiences – Persons, entities or groups impacted by the communication plan.  In their respective columns, an appropriate level of involvement for that person, entity or group is indicated.  Four common areas of involvement include: 


Person(s) who consult with the communication lead to produce the communication.


Person(s) who have input on the communication and whose comments will result in changes to the communication before it occurs.


Person(s) who approve the communication prior to dissemination or distribution.


Person(s) who receive or review the communication, but who do not have review or approval role in the communication.
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