Communications plan for Internet Quota Management System

	Project/Service name

	Internet Quota Management System

	Project outline [2 or 3 sentences in non-tech language]
	In response to escalating costs caused by Monash’s increased Internet usage, an Internet Billing and Quota Management System will be introduced. The quota system will be implemented for students only and is aimed at curtailing irresponsible Internet use. 

This system will be monitored by Faculties who will also determine the quota that students are entitled to based on the units students are enrolled in. 



	Event deadline
	1 August 2003

	Stakeholders

	All Monash students 

ITS HelpDesk staff

Resource managers

Faculty IT managers

IT support staff (TWP)

Faculty billing coordinators 


	Target audience
	Purpose of communicating with each stakeholder group?
	How will you communicate with each stakeholder group?
	Frequency of communication & when will communication occur

	All Monash students (including D-Ed students)

	To inform them of the Internet quota system and provide enough information which will allow them to take the appropriate action eg purchase additional quota, curtail inappropriate Internet use.
	1. Posters in computer labs

2. Global email to students?

3. Notice on my.monash
4. ITS website- spotlight section (link to Internet quota management website)

5. Internet quota management website (Internet Accounting)


	1. Posters up two weeks before implementation date (students return on 21/ 7)

2. 2 times:

a) Two weeks before start date

b) One day before start date

3. Ongoing, from two weeks before start date

4. Ongoing, two weeks before start date

5. Ongoing, one month before start date

	IT managers
	Neil Harrington has already communicated with this group.

	TWP

	To inform them of the new system and give them enough knowledge to provide first/second level support to students and Faculties.
	1. TWP email

twp-l@its.monash.edu.au
2. News bITS

3. Internet quota management website


	1. 2 times 

a) One month before start date

b) One week before start date

2. July & August issues of News bITS
3. Ongoing, one month before start date

	ITS HelpDesk


	To advise HelpDesk that queries may arise and equip them with sufficient knowledge to provide first level assistance to students.
	1. HD email

allhelpdesk-l@its.monash.edu.au
2. Brief HD staff

3. News bITS

4. Internet quota management website


	1. 2 times:

a) One month before start date

b) One day before start date

2. Three weeks before start date 

3. July & August issues of News bITS
4. Ongoing, one month before start date

	Resource managers
	Neil Harrington has already communicated with this group

	Faculty billing coordinators
	To notify them of the new system and make them aware of the changes to the Internet bills.  To provide them with contact details for questions and problems.
	1. Include a message with the Internet bill, via email

2. Internet quota management website
	1. To coincide with the mail out of Internet bills to Faculties

2. Ongoing, one month before start date


Communications Timeline

IMPLEMENTATION DATE – 1 August 2003

	Date
	Communications channel
	Responsible
	Neil Harrington to confirm

	1 July
	TWP email
	NH- draft & send
	

	
	News bITS
	NH- provide content
	TN- can provide content for News bITS. 

NH- to confirm 

	
	HD email
	NH- draft & send
	

	
	Internet Quota Management website- for students and staff
	TN- provide content & post on website

SB- approve
	NH- to advise relevance of info on the current ‘Internet Account’ web page

www.its.monash.edu.au/i-account/

	7 July
	Email to Faculty billing coordinators

(to coincide with the mail out of Internet bills)
	NH- draft & send
	NH- to confirm the date of Internet billing mail outs to Faculties. Also, when will the bills look different - July or as of August?

	14 July
	HD briefing
	NH- brief
	

	
	Posters in computer labs
	TN- draft 

SB- approve 
	

	21 July
	Global email to students
	TN- draft email

SB- edit

MH- approve

CH- send
	

	
	Notice on my.monash
	TN/ NH- provide content

SB- approve

NB – give approval for posting on website
	

	
	Spotlight section on ITS website
	TN- provide content

SB- approve
	

	28 July
	TWP email
	NH- draft & send
	

	31 July
	Global email to students
	TN- draft

SB- edit

MH- approve

CH- send
	

	
	HD email
	NH- draft & send
	

	1 August
	Internet quota implementation
	
	

	
	News bITS
	NH- provide content
	TN- can provide content for News bITS. 

NH- to confirm this
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