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1-

     i-The processes that are involved in project communication management are:
Communication planning
Information distribution
Performance reporting and 
Administrative closure.

     ii- A project communication planning is completed at the stage of planning.

     iii-The type of information that is contained in project communication management plan is as follows:
-The way necessary information and their flow will be managed
-the system that will be used to gather, organize store and disseminate these information
-the hierarchy of delivery of these information
-The defined schedule of the delivery of the information
- The process of collecting information

     iv-the inputs for information distribution are :
work results
project plan
project communication management plan

     v-the various communication modalities used by project managers are :
reports, memos, e-mail, meeting, information-posting

2-Project communication plan is created according to these different steps:

Plan Purpose and Approach : It Includes a high level description of the plan, why it exists and a general idea of how you will implement the plan on your project. 

The communication goals and objectives: It’s about educating and updating the different stakeholders on the full progress of the project, the importance if the project, the possible risk and measures to cope with etc. The purpose here may be to  Create a dialogue among employees and key stakeholders (to gain acceptance of the project) or to Provide opportunities for feedback from stakeholder groups

The communication roles: Communication won’t come from just one person during your project. We’ll have to define all roles and their corresponding communication responsibilities. These are examples of roles to consider :
Project sponsor, Project Manager, project lead, management team etc.

The communication tools and methods: It’s simply about the modalities that will be used in order to convey the communication and the method of collecting and disseminating the information. Here are few  of these tools and methods :Meeting summaries, Status reports, Newsletters, Formal presentations, Internet 

[bookmark: _GoBack]High level project communication message: 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.


3- Performance reporting is the activity in project management that consists in collecting and disseminating project information, communicating project progress, utilization of resources and forecasting future progress and status to different stakeholders. The information related to performance is conveyed to various stakeholders through the pre-defined communications modalities according to the communication management plan. It may be meetings, e-mails, verbal reports and so on.
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