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

I. Which processes are involved in project communication management?
Project communication management includes the following processes:
· Communication planning: identifying the stakeholders and their communication needs and determining how to fulfil their requirements
· Information distribution: communicating the correct information at the right time to the appropriate stakeholders
· Performance reporting: creating status reports, forecasting project conditions and measuring performance
· Administrative closure: archiving the information, documentation and communication at the close of the project and use this as a reference for future projects

II. At which stage in a project, project communication planning is completed?
Project communication planning is normally to be completed early in the project.
Communication should start in the planning stages, where the project solutions are developed in detail in order to meet the project's objectives, but where also the modality of the communications is documented.
The planning phase is crucial to identify all project stakeholders and identify their preferred way of communication, subsequently to establish a communication plan to properly deliver the information needed to keep all the stakeholders informed, critical to receive buy-in from all parties.

III. Which type of information is contained in project communication management plan?
The project communication management plan in principle contains the following information:
· Specification of the type of information that is to be distributed, the level of detail and terminology to use
· A system for gathering, organising, storing, disseminating and/or correcting/updating the appropriate information to the appropriate persons
· The information flow detailing where the information will originate, how the information is retrieved, to whom the information will be sent and in what modality
· The schedule when the various types of communication are to be done; e.g. status meetings should occur regularly, while others will happen more irregularly (e.g. seminars & workshops)
· Instructions to update the project communication plan as the project progresses

IV. What are the inputs to information distribution?
The input for information distribution is mainly:
· Work results: quality issues, progress of the work etc. (whether the results are good or bad) are all input to information distribution
· Communication management plan: used as a guide on how to communicate, at what level of detail and in what format about the project, issues, etc.
· Project plan: also this plan may have information, requirements or described conditions that can serve as input to information distribution

V. What are the various communication modalities used by project managers?
The project manager should identify the preferred method/format for communication, based on the following:
· The level of sensitivity of the information within the project: some projects have information that is open to anyone, while other projects may contain sensitive information that is not to be communicated to all
· The formal & informal boundaries in the project: some projects involve formal communication (like presentations, reports, audio - video- & data-conferencing), while other projects involve informal communication (like instant messaging, hallway discussions, etc.)[footnoteRef:1] [1:  Brentwood Open Learning College. Supporting Materials. Chapter 7. Project Communications Planning. Slide 7-10 and 7-11.] 

· The preferences of the stakeholders: some stakeholders may prefer paper-based communication, while others prefer electronic or face-to-face
· The information schedule: some projects require regularly scheduled reports and updates (e.g. if conditions within the project affect the project success)
· The technology used: some projects require additional technology, e.g. an internal website that details the project progress
· The project length: some projects are long-term and may require changes in communication due to advances in technology
· The project staffing: the abilities of the project team should be evaluated to determine whether the communication requirements can be fulfilled

2. Discuss in details how the project communication plan is created? (5)
In order to create the project communication plan, the following questions must be answered:
· Who are the stakeholders?
· What information do the stakeholders need, when do they need it, in what level of detail and in what format?
· Who in the project team is responsible for collecting data, creating and disseminating the reports?
· Who in the project team is the first contact for stakeholders with questions and issues?[footnoteRef:2] [2:  Brentwood Open Learning College. Supporting Materials. Chapter 7. Project Communications Planning. Slide 7-12.] 

Based on the stakeholders analysis & the project team creation, the project manager can determine and plan what communications will be needed; only information that is needed will have to be communicated to the stakeholders.
The thus created project communication plan will organise the process, types and expectations of communication and will provide the detailed information on communication as listed within the answer 1.III.

3. What is performance reporting? How the information relating to performance is conveyed to various stakeholders? (5)
Performance reporting is the process of collecting, organising and disseminating information on how the project resources are used to complete the project objectives. It covers:
· Status & progress reports: the information about the status of the project and how the project is progressing
· Scope: the information whether the project scope is met and followed
· Quality: the information whether the quality is good (results of quality control, audit etc.)
· Risks: the information on the risks posed on the project and their impact
· [bookmark: _GoBack]Forecasting: the information whether the project will be finalised on schedule (or how much more time it will take) and whether the project will be on budget (or how much more money will be needed)
According to PMBOK[footnoteRef:3], performance reporting needs to provide the above information at an appropriate level to each audience. The format can range from a simple status report to more elaborate reports on project risks, changes or forecasts. [3:  Project Management Institute, A Guide to the Project Management Body of Knowledge (PMBOK Guide, fifth edition), 2013, p.301.] 








Student Statement:

By submitting this assignment, I confirm that this is my own work.

	Student Signature
	GIERTS STEPHANE
	Date
	21/10/2015




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	




image1.png
ﬁ
o R




