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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. 
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1.i) Processes involved in project communication management are: (Communication planning belongs to planning, Administrative closure belongs to closing, Information distribution belongs to executing, and performance reporting belongs to controlling). 

1.ii) Communication planning is completed early in the project. The modality of the communications is documented as part of this planning. On most project, communication planning is performed very early, such as during project management plan development. 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, to the right audience, and with the right impact. Efficient communication means providing only the information that is needed. 

1.iii) Communication management plan can organize and document the process, types and expectations of communications, it provides: 
- 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 required information flows though the project to the correct individuals. The communication structure documents here the information will originate, to whom the information will be sent, and in what modality the information is acceptable. 
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- Schedules of when the various types of communication should occur. Some communications may be prompted by conditions within the project. 
- Methods to retrieve information as needed. 
- Instructions on how the Communications management plan might be updated as the project progresses. 

1.iv) Inputs for information distribution are: 
- 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. 
- Communication 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. 

1.v) Communication models are: 
- Sender: 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 into a usable format. For example, the sender’s message is encoded to travel over the telephone wires, and the receiver’s phone system translates the message back into a usable format. 
- Receiver: Is the recipient of the message. 
- Medium: is the path the message takes from the sender to the receiver. This is the modality in which the communication travels, and it typically refers to an electronic model such as email or telephone. 


2.) 
A communication plan isn’t created in a vacuum. Although there are some standard items you’ll include in your plan, such as Project Kick Off, Review, Status, and Team Meetings, it’s important to spend time gathering input from all stakeholder groups to ensure the plan is comprehensive. That said, it’s also important to note that changes may need to be made to the plan as the project moves forward. Here’s the general framework.
Plan Purpose and Approach
Include a high level description of the plan, why it exists and a general idea of how you will implement the plan on your project. Think of this as a summary section. I always like to do this section last – even though it’s first – because it helps you capture the essence of what you’ve detailed in the plan.
Communication Goals and Objectives
Define what you expect to achieve by communicating. This could be any number of things and is dependent on what your project will accomplish. Generally, these should be focused on educating and updating anyone impacted by the project. Here are a few ideas:
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· unities for feedback from stakeholder groups
Communication Roles
Communication won’t come from just one person during your project. Clearly define all roles and their corresponding communication responsibilities. Here are a few roles to consider:
· Project Sponsor
· Project Manager
· Leadership / Management Team
· Steering Team
· Project Lead
· Project Team Member
Communication Tools and Methods
What tools you use and how a message is delivered will vary from project to project. The key to remember is to not get “stuck” using a single method for your communication messages. Your preferred tools and methods should be those where the receiving group will have the best chance for comprehending what you are communicating. Always keep your receiver in mind when developing the content of the communication and the method in which it will be delivered. Methods that offer opportunities for people to ask questions or provide feedback can provide real value for your project. Brainstorming a list of possible methods can get you started. Here are just a few:
· Meeting summaries
· Status reports
· Newsletters
· Formal presentations
· Surveys
· Internet / Intranet Web Page
· Informal small group meetings
· Brown bag lunch workshops

High Level Project Communication Messages
It’s a good idea to include a matrix in this plan of the specific project management related communication, such as project kick off, status and review meetings. Define the key objective, topic of discussion, delivery method, frequency, audience, and role that owns responsibility for making it happen. This helps set the expectation and boundaries for project communication.
It can also be helpful to turn your matrix into an informative “at a glance” graphic that can be shared and used by anyone on the project.
Other Requirements
If there’s a chain of command for specific communications, it may be helpful to define a flowchart to ensure everyone is clear on what’s required. You may also need to include a communication escalation process for critical project impacts.
Getting Started
It’s important to remember that each project will have a different communication impact and therefore a different communication management plan. Working from a basic framework will help ensure key 
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components are included.
n addition to the matrix of project related communication, you need to develop a Project Communication Action Plan to reach the broad audience of stakeholders for your project. Your action plan will dictate who hears what and when they will hear it. It’s a detailed plan that includes:
· Stakeholder or Audience (who)
· Message or Topic (what)
· Communicator (from whom)
· Schedule or Frequency (when / how often)
· Delivery Method (how)
· Status
· Comments
Your action plan will be a working document that will change as your project communication needs change.
Proactively creating your Communication Management Plan and Project Communication Action Plan at the beginning of your project will take some effort, but buy you a lot of time down the road when you’re knee deep in deliverables. Managing it on a regular basis like you do your project plan will save you a lot of headaches and give your project a greater chance for success.

3.) Customers and other stakeholders will need updates on the project performance throughout the project management. The process of collecting, organizing and disseminating information on how the project resources are being used to complete the project objectives is called Performance Reporting. In other words, the people footing the bill and affected by the outcome of the project need some confirmation that things are going as promised by the project manager. 
Although cost and schedule are the most common concerns, performance reporting covers more than just these two. Another huge concern is the influence of risks on the project success. The project team and the project manager must continue to monitor and evaluate risks, including pending risks and their impact on the project success. Finally, the level of quality is another major issue with reporting. If the quality of the work is unacceptable, no one will praise the project manager and the project team for completing the project on time and on budget. In fact, the project team will have to redo the work, business may be lost, individuals may be harmed as a result of the poor quality of the project work, or the project might be declared a failure and cancelled as a result of poor quality. Performance reporting involves six things: 
 Status reports: How is the project currently progressing? 
 Progress reports: How complete is the project? How much more work remains? 
 Scope: How is the project meeting the project scope?
  Quality: What are the results of quality testing, analysis, and audit? 
 Risks: What risks have been posed to the project and what has been their effect on it?  
 Forecasting: Will this project end on schedule? Will the project be on budget? How much longer will this project take? And how much more money will this project need to finish?
One of the key inputs to performance reporting is the project plan. It contains the WBS, the project scope and requirements, and other documentation that can be used to measure project performance and progress. Work results are other inputs to performance reporting. Work results can be examined and measured for quality, money required to complete the work results, and the time spent 
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completing the work. The work results can be measured against the estimates and expectations to reveal variances, just like progress reports or completion-of-work results. The Communications Management Plan will detail how values are measured, for example EVM, and at what point variances call for communications to the appropriate stakeholders. The final inputs to performance-reporting are other project records. These may be memos, product description, and other information relevant to the project. For example, a project may have multiple vendors whose contracts require differing levels and types of reporting from the project staff. Alternatively, a customer may request project status updates every quarter, regardless of where the project is in its timeline. This is a communication requirement that would appear in the Communications Management Plan.
To ascertain the progress and level of success the project team is achieving with the project work, the project manager will host performance review meetings. Performance review meetings focus on the work that has been completed and how the work results are living up to the cost and time estimates. In addition, to protect the project from change and creep, the project manager and the project team will evaluate the project scope. The project manager and the project team will also examine quality and its PROJECT MANAGEMENT P a g e 10 | 12 effect on the project as a whole. Finally, a discussion on pending or past risks and determining any new risks and overall risk likelihood and impact on the project’s success should be led by the project manager.
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