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QUESTION 1. 
Give brief answers for the following questions: 

I. Which processes are involved in Project Communication Management?

Communications Planning: This process involves identifying the stakeholders, documenting their communication needs, and determining how to fulfill those needs. The key tools and techniques in this process are: Communication Requirements Analysis, Communication Technology, Communication Models, and Communication Methods. 
Information Distribution: This process involves implementing the communication needs of the stakeholders. The correct communication needs to reach the shareholders in the correct way and at the correct time. For example, a daily status meeting may be the correct way of communicating with stakeholders.
Performance Reporting: This process involves ensuring information such as performance reports, progress reports, and forecast project conditions are communicated to the identified stakeholders. The project manager will need to use tools and techniques such as Earned Value Management, forecasting, reporting, and communication methods.
Administrative Closure: This is a routine process, which involves the documentation, communication, and distribution of information to close off a phase of the project, or to close off the entire project.

II. At which stage in a project is Project Communication Planning completed?

Project Communication Planning belongs to the planning stage of a project and is typically completed in the early stages of a project. That being said, this plan can be adapted and updated throughout the project as stakeholders’ needs change. Therefore, the type of information requested and the modality of the information should be regularly reviewed in order to make these updates.

III. Which type of information is contained in a Project Communication Management Plan?

The Project Communication Management Plan contains information about types of communication, communication processes, and the expectations of the communications. It will contain:
· What information will be communicated, including the format and the level of communication
· How this information will be communicated and what terminology will be used. Eg. Email, meetings, memos. It should also state how sensitive information should be handled and communicated
· When information will be communicated. Eg. Frequency – once a month/week or whenever conditions within the project require 
· Who is responsible for communicating the information
· Communication requirements for various stakeholders
· A system to retrieve, gather, store, compile, and spread the information to the necessary people. Information should be accurate, and inaccurate information needs to be corrected before being shared
· The flow of communications through the project to the necessary people, and what modality will be used
· Guidelines on how the Communications Management Plan should be updated during the progress of the project.
· An escalation process for any communication-based conflicts/problems

IV. What are the inputs to Information Distribution?

There are 3 inputs of Information Distribution, they are:

The Project Plan: This comprehensive plan will contain the necessary information, requirements, and described conditions of the project, which are integrated with the project communications. 
The Communications Management Plan: This plan is vital as it contains the information on how and when to communicate project issues to all involved in the project. So it basically describes how all the relevant information will be distributed throughout the organization. Eg. Investors require budget reports in the first week of every month to be distributed in a meeting with them and project management.
Work Results: Includes the project performance and status information. This information needs to be as current and accurate as possible in order for the information distributed to be as current and accurate as possible. 

V. What are the various communication modalities used by project managers?

Some communication should be paper-based, while other communication is better face-to-face. This all depends on the requirements of the stakeholders and conditions of the project. In an organization, most communication will be in print or text, with many instances being in digital format. Communication modalities used by project managers can include:
E-mails, Meetings, Memos, Briefings, Reports, One-on-ones, Sync-ups, and in some instances, Instant Messaging.

QUESTION 2. 
Discuss in detail how the Project Communication Plan is created? 

The first step in creating the Project Communication Plan is identifying who needs to know something about the project. It’s obvious that stakeholders will need information, but there may be other groups that need/want information too. It’s also important to check with the stakeholders and other identified groups if they know of others who also need/want certain information about the project. Possible people that need information communicated to them are: the project team, management stakeholders, project sponsor, supporting groups (eg, sales/marketing teams), external groups (eg, vendors, suppliers, their project managers). It’s better to send information to too many people that too few people. So when creating the Project Communication Plan, the list of who needs to know can grow quite long.

Once you’ve established who will receive information, you then need to determine what information will be communicated to them. The right information needs to be communicated to the right people. So it would be important to make a list of the different information needed/wanted under the different people identified in the first step. The information needed by functional managers in order to plan workers shifts, isn’t the same information needed by a sponsor or supplier. It’s also a good idea to include information that you want them to know, which they may not have asked for. For example, the project team might only be interested in their individual tasks, but giving them the project goals and progress will give them the bigger picture of what their individual tasks play a role in creating.

Next, you’ll need to establish the types of project information that will be communicated, as it will vary depending on which phase of the project you’re in. During the project planning phase, you’ll want to communicate the components of the project plan, to help the people involved with the project understand the purpose of the project, and what their roles will be in completing the project successfully. Information such as the problem statement, to the schedules and communication plan itself, should be listed as information to be communicated. During project execution and control, the rules and procedures need to be communicated. People will also need to know the project status, and what the plans are for the near future. During project closure, you’ll need to send out wrap up reports and project summaries. 
 
All of the above wont work really well unless you establish what communication method should be used. The best methods of communication need to be listed, along with the best formats of communication, according to what type of information is being communicated, and who will receive that information. For example, an email can be sent out with a general status report to every one on the team, but it might be best to discuss this report in-depth with the stakeholders in a meeting. Sensitive information is best discussed face-to-face, while more general information can be communicated in a newsletter. 

QUESTION 3. 
What is Performance Reporting? 

Performance Reporting is the process whereby the achievements of the organization and the project is measured, by collecting, organizing, and disseminating information on the project resources. Reporting on the project performance keeps all stakeholders in touch with how things are going with the project, as it will directly affect them. These reports contain information on costs, project risks, schedules, and quality of work. 

Performance Reporting involves the following six things:
Status Report – Status of project progression
Progress Report – Amount of work that still needs to be done (Is the building of a new road on schedule? How much work still needs to be completed before the road is due to be opened to public use?)
Scope – Comparison of how the project currently meets the project scope
Quality – Results of the quality testing, analysis, and audits (Can the road handle heavy traffic to fit it’s purpose?)
Risks – Current project risks and their effects on the project (How have the heavy rains affected the quality and schedule?)
Forecasting – Looking ahead at project outcomes and needs. For example, if the project will end on schedule, based on current schedule, or will the project manage to stay within it’s allowed budget.

How is the information relating to performance conveyed to various stakeholders?

This information is conveyed to the various stakeholders in the form of official reports, as they are a means of formal communication, which can contain all the necessary information. How often these reports are sent out depends on the requirements of the various stakeholders, and when they want these updates to happen.
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