EPIC communication plan

Purpose

To provide campus departments with ongoing communication related to EPIC implementation.  The goal is to communicate with fiscal officers and ask them to cascade the communications to relevant individuals within their departments. 

Method 

1. Work with Rozzie and Camy on the BL and IN campuses to speak at their fiscal officer meetings each month from April to August.  Time taken should be short – 30 min per session

2. Set up monthly conference calls whereby all regional campuses call in for the monthly update

3. Set up list serve to allow everyone to sign up who is interested.  Disseminate information on implementation, training and system issues through the list serve. 

Draft of Monthly communication plan 
April   

· Review overall timeline

· Review PO clean-up progress 

· Plan for year end given PO migration plans 

· Communicate pilot implementation strategy and depts. 

· DV to PO type vendors 

May

· Demonstrate Shopping & Requisition 

· EPIC workflow

June 

· Announce formal training sessions 

· Demonstrate PREQ routing and approval 

· Discuss plans for routing setup – distribute worksheets to be completed, if any

July

· Discuss implementation progress and rollout schedule 

· Review training schedule 

· Review PO migration schedule and dept implications, include progress on PO clean up 

August

· Review implementation progress and plans

· Solicit comments for improvements 

· Q&A
