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Q: 1 Give short answers for the following questions.
I) Which processes are involved in project communication management?
Project communication management includes the processes required to ensure timely and appropriate generation, collection, dissemination, storage, and ultimate disposition of project information. It centers on determining who needs what information and when; it then produces the plan to provide the required information.
The following processes are involved in project communication management:
a) Communications planning - determining the information and communications needs of the stakeholders: who needs what information, when will they need it, and how will it be given to them.
b) Information Distribution - making needed information available to project stakeholders in a timely manner.
c) Performance Reporting - collecting and disseminating performance information. This includes status reporting, progress measurement, and forecasting
d) Administrative Closure - generating, gathering, and disseminating information to formalize phase or project completion.
II) At which stage in a project is project communication planning is completed?
[bookmark: 10.1]Project communications planning involves determining the information and communications needs of the stakeholders: who needs what information, when will they need it, and how will it be given to them, and by whom.
Project communication planning is completed as part of the early phases of a project, more specifically in the planning stage. 

III) Which type of information is contained in project communication management plan?
A project communication management plan is a document that provides or contains the following information:
a) A collection and filing structure that details what methods will be used to gather and store various types of information. Including how to collect and disseminate updates and corrections to previously distributed material.
b) A distribution structure with details of whom information (status reports, data, schedule, technical documentation, etc.) will flow, and what methods (written reports, meetings, etc.) will be used to distribute various types of information. The structure should be compatible with the responsibilities and reporting relationships described by the project organization chart.
c) Production schedules showing when each type of communication will be produced.
d) Methods for accessing information between scheduled communications.
e) A method for updating and refining the communications management plan as the project progresses and develops.
f) A description of the information to be distributed, including format, content, level of detail, and conventions/definitions to be used.
IV)	What are the inputs to information distribution?
[bookmark: 10.2]Information distribution involves making needed information available to project stakeholders in a timely manner. It includes implementing the communications management plan as well as responding to unexpected requests for information.
Information distribution has the following inputs:
a) Work results - are the outcomes of the activities performed to accomplish the project. The results detail which deliverables have been completed and which have not, to what extent quality standards are being met, what costs have been incurred or committed.
b) Communications management plan - This plan serves as the guide on how to communicate on project issues within the performing organization.
c) 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?
There are many methods for distributing information as is required between the project manager, the project sponsor, the project team, and other stakeholders, throughout the project, and to this effect there are various communication modalities available to a project manager and these are:
a) Written and oral, listening and speaking.
b) Internal (within the project) and external (to the customer, the media, the public, etc.).
c) Formal (reports, briefings, etc.) and informal (memos, ad hoc conversations, etc.).
d) Vertical (up and down the organization) and horizontal (with peers).
Project information may be distributed using a variety of methods including project meetings, hard-copy document distribution, and shared access to networked electronic databases, fax, electronic mail, voice mail, video conferencing, and project intranet. Project information can be shared by team members and stakeholders through a variety of methods including manual filing systems, electronic databases, project management software, and systems that allow access to technical documentation such as engineering drawings, design specifications, and test plans.
Q2: Discuss in details how the project communication plan is created?
A project communication plan facilitates effective and efficient communications with the various audiences involved in the project. It describes how project communications will occur. Creating a project communication plan takes the following steps:
a) Set out the communication objectives - What are you hoping to achieve with your project communications? Also consider the projects objectives.
b) Identify your target audience - Who do you want to communicate with? Consider the various stake holders in the project.
c) Identify the purpose of the communication for each audience - Why are you communicating with them? Consider what the particular audience needs to know.
d) Identify key communication messages and the content of the messages - What do you want to say? The content should address the reason the audience will be interested in the project.
e) Identify your information sources - Where will you find the information you need to collect for your communications? 
f) Define the frequency of the communication - How often do you want the communication to be delivered? Weekly, bi-weekly, monthly, or at the end of a stage.
g) Define the format and delivery mechanism for the communication - How does the target audience prefer to receive this information? Report, phone, website, meeting, or formal presentation.
h) Identify you messenger - Who is responsible for communication?  Who prepares and distributes or presents the communication? Usually the project manager and project sponsor are the main communicators, but the size of the project may require the assignment of a role of project communicator.  
i) Set communication milestones and measurements of success - How will you know if your plan is working? Performance indicators and evaluation measures need to be set to determine if the communication plan is effective. For example – use of a meeting evaluation form after a meeting, to evaluate your meeting. 
Q3: What is performance reporting? How is the information relating to performance conveyed to various stakeholders?
[bookmark: 10.3]Performance reporting involves collecting and disseminating performance information to provide stakeholders with information about how resources are being used to achieve project objectives. 
Information relating to performance is relayed to stakeholders by way of:
· Status reporting - Status reporting is describing where the project now stands. For example, status related to schedule and budget metrics.
· Progress reporting – Progress reporting is describing what the project team has accomplished. For example, comparing percentage complete to schedule, or what is completed versus what is in process.
· Forecasting – Forecasting is predicting future project status and progress.
Information in performance reporting is gathered using tools such as: Performance reviews - Performance reviews are meetings held to assess project status and/or progress. Variance analysis - Variance analysis involves comparing actual project results to planned or expected results. Trend analysis - Trend analysis involves examining project results over time to determine if performance is improving or deteriorating. Earned value analysis - It integrates scope, cost (or resource), and schedule measures to help the project management team assess project performance.
Performance reports may be presented to the various stakeholders as bar charts, histograms, tables or run charts.
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