Confidential


Project Communication Plan
Project communication documents

	Document
	Recipients
	Person Responsible
	Update frequency

	Executive status report to Session
	Finance Team of Session
	Courtenay and Dennis
	Monthly

	Final Congregational report
	Congregation
	Session Finance Team with input from CFTF Team
	January 2017 

	Congregational updates: 

	Congregation
	
	

	1. Newsletter - monthly
	
	CFTF member
	Summary of the month’s activities.

	2. Minute for Mission – every month.  
	
	CFTF member
	Summary of month’s activities and an appeal for congregation’s input.

	3. Bulletin – every week for the first 4 weeks, every other week thereafter.  
	
	CFTF member
	Charter statement and an appeal for congregation’s input.  The first 4 weeks will include an insert for inputs/ideas to drop in offering plate.

	4. Constant Contact, Website and Facebook – weekly.  
	
	Dennis
	Send out and post weekly meeting minutes, updated brainstorming list, and other correspondence.  

	Option Identification Excel document
	Capital Fund Task Force members (CFTF members)
	Need to have only one person or stored in the cloud for real-time changes and limit number of drafts.
	weekly

	NEED Case document for each item
	CFTF members
	CFTF members
	weekly

	Final Report for the WPC Membership Coordinating Team document
	CFTF members
	For Background use 
	None

	Project schedule (Need to create)
	CFTF members
	Courtenay and Dennis
	weekly


Team structure
The members of the WPC Capital Fund Task Force include:
 
Karla Bradley              Coco Motley         
Courtenay Clifford       Joe Schwarz
Kathy Dixon                 Reese Terry
James Kinzler             Dennis Waehner
Al Manson

Team Charter
The WPC Capital Fund Task Force is tasked with identifying capital projects that enhance the worship experience of its members and present more welcoming facilities to potential new members.  The identified projects should include a scope of work, a preliminary cost estimate and a proposal for paying these costs
COMMUNICATION responsibilities
Assist in facilitating the Session and Congregational conversations selecting the options to be addressed.
NEED Case Statement
elements of each NEED case statement
 
Description of the project (Scope of work)
 Benefits of the project (to WPC and to the community)
How the project fits with the WPC Vision statement
Compelling statement of the NEED for the project. 
What ministry will be enabled or enhanced if you proceed with addressing this NEED?
Vision:  Paint a captivating picture of the new reality you hope to achieve by addressing the NEED.  
Who will be impacted?
 Preliminary cost estimate
Options for financing
Summary Statement stressing urgency and fit:  This is the right time for WPC to do this!
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