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1
Introduction

This document describes the plan for internal communication within the Energy2B consortium.  The external communication plan is outlined in the Communication and Dissemination Strategy presentation, written by Innova BIC and New Frontier Services.  Both of these documents are living documents which will be updated as required by progress of the project  and to meet any arising need. 

2 
Target audience

This communication protocol targets all Energy2B consortium partners.

3
Communication planning

Five education institutions are members of the consortium, which are not full continuity organisations i.e. during summer periods project members are not fully available for project related communication.  The project co-ordinator will collate a list of term dates for each of the University partners, which will be made visible to all consortium members, such that effective communication planning can be made during these time periods.
4
Internal communication within the Energy2B consortium
Communication between the Energy2B consortium partners is co-ordinated by the University of Sheffield and is facilitated on 3 levels;

4.1 
Day to day communication management
The electronic project management tool ‘Basecamp’ will be used to capture day to day activity and communication on the project.  Basecamp provides the following;

· A list of consortium partners and their contact details, addresses, telephone details, email address, messaging details etc.

· A facility for instant messaging and dialogue between consortium partners

· An electronic directory for storage of project related documents, which can be uploaded, viewed and downloaded by all consortium partners.  Consortium partners will be invited to provide their comments/opinions on draft versions of project related documents, where appropriate.

· List of project milestone and actions

4.2 
Monthly project progress meetings
Monthly project progress meetings  will be held via Skype teleconference with the consortium partners.  Skype meetings will take place the last week in each month for the duration of the project.

· A meeting agenda will be issued to all consortium partners in advance of the meeting.

· Meeting minutes will be issued which provide an accurate reflection of the discussions, and a list of actions where required.

4.3 
Periodic face to face meetings

Approximately every six months, or at an appropriate time in the project, face to face meetings involving representatives from all consortium members are held.  Each university location will be visited at least once to build contacts and establish rapport with local university staff.

· A meeting agenda will be issued to all consortium partners in advance of the meeting.

· Meeting minutes will be issued which provide an accurate reflection of the discussions, and a list of actions where required.

· Dr Fletcher as Project Coordinator is Chair of these meetings; Erik Knol is Vice Chair and will chair in the absence of Dr Fletcher.
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