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1.Give brief answers for the following questions:
 	I. Which processes are involved in project communication management? 
The four processes are:
-Performance reporting: Combination of EVM (Sets of tools and techniques in order to measure project performance in an objective way) and various measurement tools in order to process status reporting and predict project conditions to the stakeholders involve.
-Administrative closure: used throughout the project lifecycle by Project managers to process different phases/project closure.
-Communication planning: used by Project managers as a marketing channel communication tool in order to comply with Stakeholders communication requirements. This process must be use throughout the project lifecycle. 
-Information distribution: processed used by Project managers in order to distribute information to stakeholders of the project. Project managers will have to retrieve correct information on the accurate schedule to the adequate stakeholders.
II. At which stage in a project; project communication planning is completed?
The project communication is completed at the closure phase of the project.

III. Which type of information is contained in project communication management plan?
It should contain classified/sensitive information that will include the motive behind the process, when, how and to whom the information will be distributed in order to ensure that the message is correctly forwarded and clear. It will also define roles and responsibilities of team members in charge and an archiving plan to store the information throughout the project lifecycle. Project communication plan must be review by the Project manager before meeting with stakeholders to present the plan.
 	IV. What are the inputs to information distribution? 
Work elements:  Also can be call performance reports. Use to monitor and control performance, progress, quality, and various relevant information that allows project team members to identify, prevent or anticipate any kind of issue that they may encounter.
Communication management plan: Guidelines or procedures that provides instructions on how the communication will be distributed within the company.
Project plan: Can also be called communication policy to distribute information throughout the project. It contains different communication requirements and relevant information on communication process. It describes how to define different priorities for communications and what must be implemented/integrated within different type of communication sent. Priorities are usually categorized in decrescendo manner (from most important to least important). Categorization will vary depending of project complexity.
V. What are the various communication modalities used by project managers?
Project managers communication modalities are:
Information schedule: Reports sent on a regular base to the customer, to bring awareness on project performance, quality etc. If project completion is in threat, all project stakeholders must be warn immediately.
Technology: Project team must satisfy IT project request demanded by the customer throughout the project life cycle.
Example: One of the quality issues identified has been the search result being to slow when the employees search within the Project knowledge base for instructions and communications methods.
A new server must be put in place in order to improve employee search result. The cost and time will be estimated and proposition will be made to the customer.

Project length:  Project technology may be me impacted depending on project duration. Depending on project duration, project team will have to update their technology methods due to progressive and leading age technology.
Project staffing: This modality is used as an evaluation tool in order to ensure that suitable levels of skills are present within the team. It is important to evaluate the staff as it will determined if project team members has the capability to fulfill communication requirement. 
They are used as a method communication tool. The project manager must identify the adequate methods of communication. PM choice will be based on the requirements around the message to be distributed and sent.
2.Discuss in details how the project communication plan is created? (5) 
The communication management plan must be created with only relevant information. What I mean is that the content must be specific and relevant to the stakeholders. Extra information is not necessary, and can affect the communication plan deadline.
Example: A new account is in place. The project team must create the communication management plan. They will identify what type of communication standards is required, and what type of communication will be necessary based on a stakeholder analysis (Process of identifying the person or group of people that will be affected by the proposed plan). Information must be relevant to the stakeholders otherwise time will be wasted and deadline for communication plan can be impacted.
The communication plan must include different processes on when, how and to whom different types of communication must be sent. It will include different standards of communication, which will also define the level of details and terminology expected. 
Depending on project complexity the project team member will allocate minimum resources to work effectively and get the plan ready. They will define the goals to establish for the communication plan. The team will at first target the audience and then work using a breaking down process in order to prepare the plan with relevant information.
Preparing the plan should be correctly downgraded:
Example:
-Why is the communication being delivered? (Purpose behind)
-Who and to whom communication will be sent?
-What type of communication will be expected?
-When will the communication be delivered?
-Where the communication will be stored?
-How the will communication is distributed?
If you have answered all of the above, a communication plan can be put in place.
3.What is performance reporting? How the information relating to performance is conveyed to various stakeholders? 
Performance reporting is the process to monitor and control project performance in order to communicate it to project stakeholders. It is use to promote project progress to the customer. The information will then be communicated to various stakeholders of the project as required.
Example: For a long time the complaint department for account X has been monitored at a very low level as it was not the main priority since project execution. The customer has requested to monitor and control the department and would like to be reported the progress.
The X account uses a ticketing tool in order to record and raise different types of IT incidents. This ticketing tool allows project team to extract different keywords into a database. The project team has decided to put in place a work log (Keyword) available for complaints. Two logs have been put in place, complaints open and complaint closed. What I mean is that each end-user that will call and raise their disagreement with the incident treatment, the employee assisting him will be able to create a working log raising the end-user complaint. This work log will only be closed when end-user is satisfied and his incident has been resolved.
[bookmark: _GoBack]At the end of the month, the project team will extract to an excel sheet all the complaints log created. Once extracted the adequate feature will be used from the reporting software to disclose the information to the appropriate stakeholders. This way the stakeholders will be able to have an overview and control on progress, performance and quality issue within the department/service. 
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