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Setting up A web production 

Communications Strategy Tool
This tool is designed to help you think through who is involved in the project team, and how you can best communicate with them. 

With the web, the product you are creating is an intangible thing, in a relatively unfamiliar medium, and there when compared to a print project, there are likely to be more people involved. This makes it doubly important that you pay attention to how you communicate and collaborate. 

Your suppliers are likely to have an established strategy, which should be beneficial to you. If they do, you should evaluate how useful it would be for your project team members and how it could fit with any existing systems that you use in your company.
1.List all contact numbers 

This should be all of the stakeholders who include people from your company, the supplier and any people with expertise you feel need to be involved.

These could be:

Management and decision makers

Staff who will be working on the web site

The project manager

People affected by the new site in their work

Representatives of the target user groups

Representatives of each the supplier companies you are working with

Obviously if you are a sole trader, you may be the one person who is involved from all of these roles. 

Split these into those actively involved in the project, and those responsible only for approval for each of the following details:

· Name

· Job title and/or area of responsibility 

· Phone (including mobile) 

· Email address

· Location

Use the following list of considerations to establish how you will communicate with your web design supplier.

1. Mailing lists and members 

List the email addresses of the people involved in the project, perhaps broken down by team or relationship to the project
. If you have created any mailing lists (one address that mails the whole team)

2. Who is the key person driving the project?

3. Roles and leadership

List the individual roles of each member of the project team plus any additional specialists who are not part of the group, and decision makers. 

Identify each individuals responsibility and who has overall and specific authority for approval. 

4. How often will you meet?

5.Where will it be?

List addresses of the venues

 AUTONUM List the milestone stages from the RFP

 AUTONUM List the sign-off stages

 AUTONUM Who will be responsible for signing off the work?

 AUTONUM What is the agreed means for signing off

This is more tricky with an online project than a print project, and the traditional ink on paper is probably the best and most secure method -  electronic for discussion, and paper for approval of decisions.

 AUTONUM Keeping everyone in the loop

 AUTONUM Who is to be the point of contact from both your company and the designer in an emergency?

 AUTONUM What is the URL for the collaboration or test space (if you have one)

Circulate a copy of the answers to these questions to all members of the project team, and set up a mailing list to copy all in on project issues. Keep this information up-to-date on your collaboration or test space.

This template is a part of Web Design for Business, a tool for managing web design for small and medium sized businesses produced by the Design Council and can be found at http://www.designcouncil.org.uk/webdesignforbusiness.org.

Disclaimer: Whilst the Design Council takes every care to ensure that materials, information and data (together the ‘Materials’) are accurate and up-to-date, we must emphasise that the materials are provided “as is” and without warranty or guarantee of any kind, whether express, implied or statutory, or whether relating to title, the rights of third parties or otherwise.
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