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1. Overview
Effective communication ensures stakeholders remain informed, engaged, and supportive throughout the migration. This plan defines who, what, when, and how to communicate.
1.1 Communication Objectives
1. Awareness: All stakeholders understand the program and their role
1. Alignment: Shared understanding of goals, timeline, and progress
1. Engagement: Stakeholders are available and responsive when needed
1. Trust: Honest communication builds confidence in the program
1. Action: Communications drive decisions and remove blockers


2. Stakeholder Analysis
2.1 Stakeholder Matrix
	Stakeholder
	Interest
	Influence
	Strategy
	Frequency

	Executive Sponsor
	High
	High
	Engage closely
	Monthly

	Business Owners
	High
	High
	Engage closely
	Weekly

	IT Leadership
	High
	Medium
	Keep informed
	Bi-weekly

	End Users
	Medium
	Low
	Keep informed
	Monthly

	Technical SMEs
	High
	Medium
	Engage closely
	As needed

	Compliance/Security
	Medium
	High
	Keep satisfied
	Milestone

	Vendor Partners
	Low
	Low
	Monitor
	As needed



3. Communication Matrix
3.1 Regular Communications
	Communication
	Audience
	Channel
	Frequency
	Owner

	Executive Update
	Sponsors
	In-person/Video
	Monthly
	PM

	Status Report
	Leadership
	Email + Portal
	Weekly
	PM

	Team Newsletter
	All staff
	Email
	Bi-weekly
	Change Mgr

	Technical Sync
	Tech teams
	Teams meeting
	Weekly
	Tech Lead

	Town Hall
	All stakeholders
	All-hands meeting
	Quarterly
	Sponsor





3.2 Event-Driven Communications
	Event
	Audience
	Channel
	Timing

	Milestone achieved
	All stakeholders
	Email + Portal
	Within 24 hrs

	Major risk identified
	Leadership
	Meeting + Email
	Immediate

	Scope change approved
	Project team + affected
	Email + Meeting
	Within 48 hrs

	Production incident
	Leadership + affected
	Bridge call
	< 1 hour

	Go-live announcement
	All stakeholders
	All-hands + Email
	1 week prior



4. Key Messages
4.1 Core Program Messages
1. Why: Modernizing data platform to enable agility, reduce costs, and retire legacy risk
1. What: Converting 1,500 legacy assets to modern PySpark/Fabric platform
1. When: 24-month program with phased go-lives starting Q2 2025
1. Impact: Training provided, minimal disruption to daily operations
1. Success: Proven methodology with LLM acceleration and rigorous testing
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