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1. Give brief answers for the following questions: (20)




I. Which processes are involved in project communication management?

-Performance reporting Project manager rely on EVM and other performance
measurement to create status reports, forecast project conditions and measure
performance.
Administrative closure Project managers need a routine of documentation,
communication, and information distribution to close out a phase or project.
-Communication planning Project managers need to identify the stakeholders
and their communication needs and determine how to fulfill their requirements.
-Information distribution Project managers need to get the correct information
on the correct schedule to the appropriate stakeholders.




II. At which stage in a project; project communication planning is completed?

Communications planning is completed early in the project


III. Which type of information is contained in project communication management plan?

Specifics on how the information to be distributed should be organized, the level of
expected detail for the types of communication, and the terminology expected
within the communications.
A system to gather, organize, store, and disseminate appropriate information to the
appropriate people. The system includes procedures for correcting and updating
incorrect information that may have been distributed.
Details on how needed information flows through the project to the correct
individuals. The communication structure documents where the information will
originate, to whom the information will be sent, and in what modality the
information is acceptable.
Schedules of when the various types of communication should occur. Some
communication, such as status meetings, should happen on a regular schedule;
other communications may be prompted by conditions within the project.
Methods to retrieve information as needed.
Instructions on how the Communications Management Plan can be updated as the
project progresses.


Information Distribution
The process of ensuring that the appropriate stakeholders get the appropriate information


IV. What are the inputs to information distribution?

Work results Work results, good or bad, serve as inputs to communication because
they show quality issues, progress (or lack of progress), and other relevant
information.
Communications Management Plan This plan serves as the guide on how to
communicate on project issues within the performing organization.
Project plan The comprehensive project may have information, requirements, or
described conditions that are integrated with communications.




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

different parts of communication models:

Sender  : is the person or group sending the message to the receiver
Encoder : is the device or technology that encodes the message to travel over the
medium. For example, a telephone encodes the sender’s voice to travel over the
medium, the telephone wires.
Decoder : is the inverse of the encoder. If a message is encoded, a decoder translates
it back to usable format. For example, the sender’s message is encoded to travel the
telephone wires, and the receiver’s phone system translates the message back to a
usable format.
Receiver :this is, of course, the recipient of the message.
Medium is the path the message takes from the sender to the receiver








2. Discuss in details how the project communication plan is created? (5)

Preparing a communication plan in Project Management involves six key points, which are defining the audience, defining the requirements, building a communications schedule, finding a responsible team member for preparing and scheduling the piece of communication, defining the medium of communication, and finally preparing the content.
Defining the audience:
Defining the audience is the simplest part in building a communications plan. What needs to be done in this area is, listing the key stakeholders who need information about the course of events in the project.
Defining the requirements:
In this part, the project manager answers the question: “What do the key stakeholders want to know?” This question should be answered according to the audience’s level of technical knowledge.
Building a communications schedule:
At this point, the project manager should have the audience and requirements information. Now, it is time to answer the question: “When to do it?” A flexible schedule should be prepared and verified by the audience. The schedule must be flexible and should give response to the situations in which a meeting (or meetings) was/were missed. This plan should also be in coordination with the project development schedule.
Finding the responsible team member:
Project manager can do this on his/her own, but involving team members or executives in the communication ensures high level of commitment to the project. So, at this phase, the group who will lead the communication process is selected.
Defining the medium of communication:
Presenting the information smoothly is important – especially for stakeholders. They are not involved in the project, but they need to know what is going on. An appropriate medium should be selected at this step to ensure that the information is delivered successfully to the stakeholders.
Preparing the content:
Now that everything is defined, the project manager (or the assigned team member) should prepare the content of communication. The content must be checked by the project manager before presenting to the stakeholders. The content should include the purpose of the process, the steps involved in undertaking the process, and the roles and responsibilities of team members at the current stage of the project. Using a template to prepare the content generally speeds up this final step.
Inputs
The four inputs are as follows:
Communications requirements: Sum of the information requirements of the project stakeholders.
Communications technology: The technologies or methods used to transfer information back and forth.
Constraints: Factors that will limit the project management team's options.
Assumptions: Factors that will be considered true, real, or certain for planning purposes. (Assumptions generally involve a degree of risk and may be identified here or in the risk identification process).
Tools
There are many tools with which to use for communication. What you need to communicate will depend on what you use to send it.
Some communication tools are:
· E-mail
· Instant Messaging
· Fax
· Phone
· Internet
Techniques
There are many techniques in managing communication, for example, one is to “establish a communication schedule”, which plans when events happen and keep your clients up to date throughout the project. Another technique used is “managing the flow of information”, in and out of the project. Then you need to put yourself in your audiences shoes and ask yourself, what do they need to know, what do they want to hear?, and what will stop them from listening. Using the data gathered you can plan how and when to communicate the necessary information to who ever needs it.
Outputs
The key to getting the best output is communicating with all the members of the team. This is also when you discuss the steps of strategy process and they have a clear understanding of what you are doing. There should be no surprises for them. This communication can be with target audience, stakeholders, management team etc. in various different forms.
The output can be in different forms such as:
1. Reports like direct mail, online informational output
2. To management in the form of e-mail, discussion forums
3. To stakeholders in form of advertisement, public relations
At the project’s end, be sure to issue a closedown announcement/memo and give a copy to all the members of the project team as well as management folks who should be aware a particular project is complete. A proper accountability has to be set.
The report has the progress information of the project. This can be in detailed to tell about the various status part of the project. It can be put in the form of a documented detailed report.
1. It can have graphs, histograms, charts of various form or tables which can show the structure of the budget and its analysis.
2. The future analysis can be done also.
3. If any changes or corrections has to made in the report this has to be done immediately and notify the team about the update.
4. It can be mailed directly to them.In order to involve the stakeholder they should be told about the planning process, the different stages, roles and importance of these. The knowledge of all these steps are important to them in order to understand their involvement in the phase.








3. What is performance reporting? How the information relating to performance is conveyed to
various stakeholders?

Performance reporting is the process of collecting, organizing, and
disseminating information on how the project resources are being used to complete the
project objectives

The information’s can be conveyed by those different   methods, which can be
Selected according to project demands and as technology provides:

Project meetings
Hard-copy documentation
Videoconferences
A project web site
Databases
FaxesPect Communication Management
Email
Telephone calls
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