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Communication Template 
REINFORCEMENT 	
	 
GOAL: Let users know where to go for support for their WORK as well as next steps. Announce additional release activities, if applicable. 
FOCUS:
· What ongoing training do I need?
· Where do I go for process support?
· Where do I go for Planview support?
AUDIENCE GROWTH MINDSET: I actively prepare myself, so I am ready for the change.
RECOMMENDATIONS: 
· This letter should be tailored for your unique organization. Communications should continue to be role-based and multiple versions of this template are suggested for each impacted stakeholder group. 

CONSIDERATIONS: 
· This communication should be sent out immediately after training.
· Outline ongoing coaching, learning, & support options.
· Be sure to include logistical details on how to register for support sessions.
· This communication should be sent out immediately after training.
· Outline ongoing coaching, learning, & support options.
· Logistical details on how to register for support sessions.
· Don’t forget to share progress on your adoption metrics. 

EXAMPLE SUPPORTING MATERIALS FOR THIS PHASE:
· FAQ 
· Job aids
· Departmental meetings 
· Q&A sessions
· Digital billboards
· Periodic (and SHORT) e-blasts with handy tips and updates
· Website
· SharePoint
· Group email
· Slack channel


SUBJECT: Planview Support and Resources
Congratulations to those who have already completed all of their training. Now that you are ready to get started in Planview, we understand that you may need further assistance in your first few weeks. Several opportunities for additional learning and support are outlined below. 
Ongoing training opportunities: (list ongoing training here, based on the group, and when they need to complete it; include links)
· Monthly Lunch and Learn – How to do X – Attendance Optional
· Session 1:
· Date: Tuesday, January 9th
· Time: 9AM – 12PM
· Location: TBD
· Resources – Job Aids
· (list job aids; include links)
Where to go for help with internal processes:
· (specify here)
Where to go for Planview support and administration items:
· (specify here)

Thank you again for your time and commitment to this important program over the past few weeks. Please reach out with any additional concerns or questions.  
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