Communications and
Training

Sample materials for planning front-office communications and training




ange Manhagement: Main phases

Awareness campaign begins
in early December

Gray Period —
Starts Jan 18

¢

Go live -
Feb 4

¢

Blackout —
Feb 2/3

(Business As Usual)

Holidays Preparation Period | Gray Period I  Golive | BAU |
| | | | | | | | B
Dec 31 Jan7 Jan 14 Jan 21 Jan 28 Feb 4 Feb 11 Feb 18 ongoing



ommunications — High Leve

System is Live Announcement (Global)
* Review and finalize diaries before month end

Awareness campaign begins Blackout is Starting
in early December Announcement (Global) Go Live Training and Support (Local)
e Communications and floorwalking as needed
(;ray P(jrimis_ Blackout — Go live -
tarts Jan Feb 2/3 Feb4

‘ ‘ ‘ (Business As Usual)
Holidays Preparation Period | Gray Period B  Golive ] BAU |

|-
>
A
Dec 31 Jan7 Jan 14 Jan21 Jan 28 Feb 4 Feb 11 Feb 18 ongoing
Gray Period Best Practices Reminder / Get Ready for Blackout
Jan 7 — Email Announcement (Global or Local) (Local)
. . . Additional Communications Throughout
e Continued importance of prompt diary entry «  Local—eg Local Partner sends 1 or 2 ke
Jan 7 - Posters up «  Dates for blackout — record any time worked manually - . - v
communications and assists with
messaging/reinforcement about required
training for timekeepers, Local IT Trainer

communicates training logistics etc
Jan 16 — Get Ready for Gray Period Email (Global) ¢ Global —e.g. Time entry and Chrome River
e Continue to keep diaries up to date outages start/end



raining — High Level

Gray Period

Starts Jan 18

Secretarial Study Hall Sessions (60 mins)
*  Breakfast and lunch catered sessions
* Review transferred time and post (finalize)

Attorney and Paralegal Training Workshops (45 mins,

optional)

Feb 2/3 Feb 4

¢ &

Blackout — Go live - ¢ Asbefore

(Business As Usual)

Holidays Preparation Period | Gray Period _ BAU |

»

| | | | | | | | B
Dec 31 Jan7 Jan 14 Jan 21 Jan 28 Feb 4 Feb 11 Feb 18 ongoing

Secretarial Outreach

Attorney Training Demonstrations (40 mins, mandatory)
*  Diary entry best practice reminders

Paralegals
* Included in attorney sessions OR in separate sessions as per
local office preference

!

Secretarial Hands On Training (90 mins, mandatory)

Attorney Training Workshops (45 mins, optional)
¢ Sign up or drop in workshops for hands on training

Paralegals
¢ Included in attorney workshops OR in separate workshops as per local
office preference

IT Wiki — Online Training Materials
*  Short videos, guides and FAQs published, available 24/7 and ongoing
into BAU



Communications Matrix

| | C D | E | F | G | H | | J | K | L |
Publication Communication ) ) Global or )
Item# In Comms Book End Date hannel Milestone Main Message To Who From Local Published? Motes
1| [ ™ [ 1 [ ] ] ] ] ]
1 Yes Wed Dec-05 FriDec-21  |ntranet Firm New Diary Entry System is coming - December Teaser  Visible toall Yes
Yes . Intranet Content Global
2 Announcements Campaign (new message each week)
2 Yes Mon Jan-07 Email Yes Mew Diary Entry System Global Announcement Timekeepers and Announcements | Global
3 | Secretaries/Assistants Email
3 Yes Mon Jan-07 Intranet Firm Yes New Diary Entry System Global Announcement Visible to all Global
Intranet Content
4 Announcements
a Yes Mon Jan-07 Mon Jan-21 | Poster Yes New Diary Entry System coming soon! Visible to all nfa Global
5_
5 Yes Mon Jan-07 Wed Jan-16 Intranet News Yes Chrome River will be unavailable between Jan 12 - Jan Global - all users Global
7 - Intranet Content
5.5 no Mon Jan-07 Email Americas - get your bills out communication partnership and finance | Billing Managers Americas
7| managers, Oms?
6 No Mon Jan-07 Email New Diary Entry System Global Announcement - fwd to Global Finance Chair Request
Global Finance Committee Partners with request for  Committee Partners
partners to fwd to local timekeepers and stress that
8 | training is mandatory
7 No - local Wed Jan-09 Email Fwd of Jan 7 global announcment plus local messages  Local timekeepers Local Partner Local
Partner to write that lawyers (and paralegals) must come to training
9 | in own style
3 No - local IT Mon Jan-07 Email Mandatory Timekeeper Training Sign up Timekeepers Local IT Trainer  Local
10 Trainer to write
w Vac Aq]r - 1 Yes e Rive "= eeygjlahlehet -0 T “ak Tt g okl
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