1. [bookmark: _Toc14264773]Communication plan
In this section, you are required to identify three (3) communication channels appropriate for the contract and explain their purpose in the context of the EMR contract with Clinic to Cloud. 
Assessor Instructions: The students are required to identify three (3) communication channels appropriate for the contract and explain their purpose. Students’ words may vary, but their responses need to reflect the content in the sample answer provided below. If the students choose a different communication channel, the explanation of the purpose will need to align with the chosen communication channel and be relevant to the EMR contract with Clinic to Cloud. 
	Communication Channel
	Purpose
Explain how each communication should be used.
[Approx. word count: 10 – 30 words]

	[Insert Communication Channel name here]
Email 
	[Insert explanation here]
Use for formal and written communication, documentation, and non-urgent matters.

	[Insert Communication Channel name here]
Meetings
	[Insert explanation here]
Use for in-depth discussions, negotiations, and addressing complex issues.

	[Insert Communication Channel name here]
Phone Calls
	[Insert explanation here]
Use for quick and direct communication, especially when immediate feedback is needed.

	[Insert Communication Channel name here]
Reports
	[Insert explanation here]
Use periodically to provide comprehensive updates and performance evaluations.

	[Insert Communication Channel name here]
Online Collaboration Tools
	[Insert explanation here]
Use for real-time collaboration and document sharing throughout the contract duration.
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2. Meetings
In this section, you will need to choose two (2) types of meetings that should be held during the management of the contract. The meetings proposed below are a guide to the types of meetings that you might arrange to manage the contract. You will need to adjust the table as needed and explain in the “Purpose” column how the meeting you selected will assist the management of the contract with Clinic to Cloud. You will need to insert the supplier attendees as well as the Organisation Attendees (you can find the details in the EMR Contract) and the frequency of these meetings.
Assessor Instructions: The students are required to choose two (2) types of meetings below and fill out the table following the instructions provided. Students’ words in the “Purpose” column may vary, but their responses will need to align with the type of meeting they chose and the information provided in the Contract. 
	Meeting
	Purpose
[Approx. word count: 20 – 30 words]
	Supplier attendees
	Organisation attendees
	Frequency

	Example: Executive meeting
	[Insert your explanation here]

Sample Answer: 
The executive meeting will assist the management of the contract with “Clinic to Cloud” as it will allow the senior managers to review the progress of the contract and make executive decisions when necessary. 
	[Insert names and titles]
Typically supplier executive and supplier account manager attends
	[Insert names and titles] 
Typically the chief procurement officer, the head of the organisational area that ‘owns’ the contract and the contract manager attends
	[Insert meeting frequency] 
Typically six-monthly, annual or as required

	Example: Management meeting
	[Insert your explanation here]
	[Insert names and titles]
Typically supplier account manager attends
	[Insert names and titles] 
Typically contract manager and senior organisation natural owner attends
	[Insert meeting frequency] 
Typically monthly, quarterly or six-monthly or as required

	Example: Operations meeting
	[Insert your explanation here]
	[Insert names and titles]
Typically daily supplier contact attends
	[Insert names and titles] 
Typically contract manager, natural owner and contract users attend
	[Insert meeting frequency] 
Typically weekly or monthly or as required



Table 6: Meeting schedule



	Meeting
	What is usually covered at the meeting?

	Executive meeting
	· Supplier/contract information for strategic, high risk and critical to business contracts
· Key financials
· Key performance data
· Escalated issues
· High (and extreme) risks

	Management meeting
	· Review performance against KPIs
· Review operational issues and establish action plan
· Review insurances to ensure currency
· Agree any process/policy changes
· Identify events that may impact service
· Identify if any penalties or bonuses apply

	Operations meeting
	· Review status
· Review KPIs
· Identify/review issues and areas for management attention
· Review change requests and manage change control process


Table 7: Meeting focus

