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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1 – I – The Project Communication Management Knowledge Area is composed by four processes: Communications Planning (This process focuses on who needs what information and when they need it. It Identifies the stakeholders’ requirements for communication, determines what information is actually needed, and how will the needed information be delivered on a preset schedule or based on project conditions. This process identifies and documents the approach to communicate most effectively and efficiently with stakeholders.), Information Distribution (This process ensures that the appropriate stakeholders receive the appropriate information at the appropriate time. Information Distribution is the execution of the activities planned in the Communication Planning Process. The previous process establishes how information will be distributed throughout the project, and Information Distribution is the implementation of those actions.), Performance Reporting (This process focuses on collecting, organizing, and distributing, performance data with the level of detail required by the various stakeholders. This performance reporting should include status and scope updates, progress information, quality reports, reporting of risk affecting the project, and time and costs forecasting.), and Administrative Closure (This process focus on documenting project results and deliverables acceptance by the stakeholders at the end of each project phase and at the end of the project.). Project Communications Management focus on determining who needs what information and when, and then determining how to provide the required information. While general good communication skills focus on "how" information is passed (such as tone and politeness), Project Communications Management focus on "What" information is passed and "When". 

1 – II – Planning the project communications is important to the ultimate success of any project. Inadequate communications planning may lead to problems such as delay in message delivery, communication of information to the wrong audience, or insufficient communication to the stakeholders and misunderstanding or misinterpretation of the message communicated. The communications planning is performed during early stages of the Project. This allows appropriate resources, such as time and budget, to be allocated to communication activities. Effective communication means that the information is provided in the right format, at the right time, and to the right audience.

1 – III – The communications management plan is a component of the project management plan that describes how project communications will be planned, structured, monitored, and controlled. This plan contains the following information: stakeholder communication requirements, what information is to be communicated and the level of detail, reason for the distribution of that information, schedule and frequency of distribution of required information, who is responsible for communicating the information, who is responsible for authorizing release of confidential information, who will receive the information, methods used to convey the information, resources used for communication activities, including time and budget, methods used for updating and improving the communications management plan as the project progresses and develops, flow charts of the information flow in the project, communication constraints such as technologies or policies, and methods of retrieving information if necessary.

1 – IV – Information Distribution is the process of making needed information available to project stakeholders in a timely manner. It includes implementing the communications management plan and responding to unexpected requests for information. This information Distribution process is composed by three inputs: Work Performance Reports (A collection of project performance and status information. These give essential information that are continuously monitored and controlled as they advise on how the project is progressing. Performance Reports show the stakeholders the current status of the project, the direction the project is going, and its performance against the planned baselines.), Communications Management Plan (This plan anticipates what information will need to be communicated to specific audience segments. It serves as the guide on how to communicate on project issues within the performing organization, how project communications will be planned, structured, monitored, and controlled. It includes communication objectives, target audiences, key contents, and communication methods and frequency), and the Project Management Plan (this plan describes how the project will be executed, monitored, and controlled, and includes all of the subsidiary plans from the planning process. This comprehensive document may have information, requirements, or described conditions that are integrated with communications.).

1 – V – The communication modalities used to facilitate communications and the exchange of information may vary from project to project and also within different stages of the same project. The project manager should identify all of the required and approved methods of communicating as part of the communications planning, since not all stakeholder require the same exact information, and some information might be more sensitive that the other. The Project Manager should identify what requirements exist for the communication modalities. There are several communication methods that are used to share information among project stakeholders, such as: 

Interactive Communication (a two-way exchange of information where both participants active. It is the most efficient way to ensure a common understanding by all participants on specified topics, and includes meetings, phone calls, instant messaging, video conferencing, face-to-face conversations, etc. Interactive communication should be used when an immediate response is required and when the communication is sensitive or likely to be misinterpreted.), Push Communication (communication sent to specific recipients who need to receive the information. This ensures that the information is distributed but does not ensure that it actually reached or was understood by the intended audience. Push communications include letters, memos, reports, emails, faxes, voice mails, blogs, press releases, etc. Push communication should be used when the recipients need the information but it does not require an immediate response and the communication is non-urgent or sensitive in nature.), and Pull Communication (communication method that provides access to the information however the receiver must proactively retrieve the information. Used for very large volumes of information, or for very large audiences, and requires the recipients to access the communication content at their own discretion. These methods include intranet sites, blog posts, podcasts, etc. Pull communication should be used when the communication is informational only, and If the recipients don’t read it, it would not affect the project.).

2 – The Project Communications Plan is one of the outputs of the Communications Planning Process. This process identifies and documents the approach to communicate most effectively and efficiently with stakeholders. It consists of four inputs: The Project Management Plan (document providing information on how the project will be executed, monitored, controlled, and closed.), Stakeholder Registration (document containing the information about the project’s stakeholders. It identifies the people, groups and organizations that have any kind of interest in a project, and indicates their requirements and communications needs), Enterprise Environmental Factors (internal and external environmental factors that can influence a project’s success, such as: organizational culture and structure, internal and external political climate, regulatory environment, financial and market conditions, etc.), and Organizational Process Assets (plans, processes, policies, procedures, and knowledge bases specific to and used by the performing organization. Organizational process assets include any of the organization’s process assets that may be used to ensure project success.). Once all this information has been collected, it will be processed in order to produce the Project Communications Plan, and updates to relevant project documents. These inputs are processed through the use of the following tools and techniques: Communication Requirements Analysis (this analysis of the communication requirements determines the information needs of the project stakeholders. These requirements are defined by combining the type and format of information needed with an analysis of the value of that information. The project manager should also consider the number of potential communication channels or paths as an indicator of the complexity of a project’s communications. Sources of information typically used to identify and define project communication requirements including: organizational charts, internal and external information needs, how many persons will be involved with the project and at which locations, stakeholder information and communication requirements from the stakeholder register, etc.), Communication Technology (methods used to transfer information among project stakeholders may vary significantly. The appropriate method selected is dependent on the following factors: urgency of the need for information, availability of technology, ease of use, and sensitivity and confidentiality of the information.), Communication Models (communication models used to exchange information may vary from project to project and also within different stages of the same project. This communication models describe how the information is transmitted from the sender, and how it will received by the target audience, and they include key components such as: Encode, Medium, Decode, Acknowledge, and Response. The information starts by being encoded from the sender thoughts or ideas into a language that the receiver will understand, then it is sent through the chosen medium, i.e. letter, email, call, etc., the message is then translated from language into the receiver thoughts and ideas, acknowledge of receipt of the message may be given if necessary or appropriate, and finally, the receiver responds to the message using this same model.), Communication Methods (The choices of communication methods that used for the project is based on stakeholder's communication requirements, cost and time constraints, and familiarity and availability of the required tools and resources that may be applicable to the communications process. This methods can either be Interactive, Push, or Pull methods of communication.), and Meetings (these facilitate the discussion and dialogue with the project team to determine the most appropriate way to update and communicate project information, and to respond to requests from various stakeholders for that information.). Once all the information regarding stakeholder’s information needs and the methods used to distribute and provide that information are determined, all of this will be documented in the Project Communications Plan.

[bookmark: _GoBack]3 – Performance reporting is the act of collecting and distributing performance information, including status reports, progress measurements, and forecasts. Performance reporting involves the periodic collection and analysis of baseline versus actual data to understand and communicate the project progress and performance as well as to forecast the project results. Performance reporting needs to provide information at an appropriate level for each stakeholder, and their format may range from a simple status report to more elaborate reports. Some elaborate reports may include such information as: analysis of past performance, project forecasts, current status of risks and issues, work completed during a time the period, work to be completed in a future time period, summary of changes approved in the period, quality of the project deliverables, etc.
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