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

i. Which processes are involved in project communication management? 
	· Communications planning; this entails determining the information and communications needs of the stakeholders. The reason for planning communication is to determine and answer four fundamental project management questions; 
· Who needs what information?
· When do they need the information?
· In what modality is the information needed?
· Who will provide the information?
· Information distribution; this means making the needed information available to the stakeholders in a timely manner.
· Performance reporting; it entails collecting and disseminating performance information. This includes status reporting, progress measurement, and forecasting.
· Administrative closure; it involves generating, gathering and disseminating information to formalize a phase or project completion.




ii. At which stage in a project is project communication planning completed? 
	Project communication planning should be completed in the project planning phase. Communication planning is one of the facilitating process in the project planning phase.
It’s during the planning that project managers identify the stakeholders and their communication needs and determine how to fulfil their requirements. These needs may change later in the project. Throughout the project, the stakeholders and their needs, the type of information requested, and the modality of the information should be reviewed for accuracy and updated if necessary.




iii. Which type of information is contained in project communication management plan? 
	A project communication management plan formally defines the general communication requirements for the project; who should be given specific information, when that information should be delivered and what communication channels will be used to deliver the information. The communications management plan includes;
· The communication objectives of the project
· The Stakeholders, their role and responsibilities, and requirements for communication
· Information to be communicated including format and level of detail
· Reason for the distribution of the information (e.g., share information, make decisions)
· The Time frame and frequency of communications
· The person responsible for communication of information
· Person(s) responsible for authorizing release of confidential information
· Methods or tools used to convey information (e.g., email, meetings)
· Resources allocated for communicating information including time expectations and budget
· Escalation process identifying time frames and management names for escalation of issues that must be resolved at a higher level
· Method for updating and refining the communications management plan
· Glossary of common terminology
· Flow charts depicting information flow in the project including workflows with sequence of authorization, reporting, meeting plans, etc.
· Communication constraints if in existence, such as if there are legislation or regulations in effect or company policies
· Communication documentation and archiving of the project records.




iv. What are the inputs for information distribution? 
	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 request for information. The inputs for information distribution are;
· Work results; are outcomes of the activities performed to accomplish the project. The project should communicate to stakeholders what projects deliverables have been completed and which ones have not.
· Communication management plan; The plan formally defines the general communication requirements for the project; who should be given specific information, when that information should be delivered and what communication channels will be used to deliver the information and by who.
· Project plan; it’s a formal, approved document used to manage project execution. The project plan should be distributed as defined in the communication management plan.




v. What are the various communication modalities used by project managers? 
	· Internal or external. Internal communication is the communication that takes place between project team members (within the project). External communication is communication between project team members and the other project stakeholders (to the customer, the media, vendor, other projects, organizations, public)
· Formal or informal 
Examples of formal communication include reports, presentations, minutes, briefings and media releases. 
Informal communication includes emails, memos and ad-hoc discussions. 
· Vertical or horizontal 
Vertical communication is the upward and downward communication flow that happens between different hierarchical levels of the organization. Horizontal communication refers to communication between people at the same organizational level. 
· Official ( Newsletters, Annual Report ) and unofficial (off the record communication)
· Verbal or  non-verbal ; Nonverbal communication that is all about getting cues from gestures, facial expressions and eye movements of a person
· Written and oral, listening and speaking


                
2. Discuss, in detail, how a project communication plan is created? (5)

	Creating a communication plan should be an inclusive and consultative process. Stakeholders’ inputs will result in a comprehensive plan. Standard items such as Project Kick Off, Review, Status, and Team Meetings should be included in the plan. Changes may need to be made to the plan as the project moves forward.
A communication Management Plan should be created during the planning phase of the project. The plan defines the general communication requirements for your project.
Get a template: Use the company’s, or obtain one off the web.
Indicate the;
Project Name, Project Manager, project Sponsor and the Date.
Identify the projects’ objectives: 
The goals should be SMART; Specific, Measurable, Attainable, Realistic and Time-related. Generally, these should be focused on educating and updating the stakeholders. Examples;
· To increase knowledge about the project and why it’s important
· To create a dialogue among key stakeholders to gain acceptance of the project
· To provide opportunities for feedback from stakeholder groups.
Choose the target audiences:
Document the internal and external stakeholders and the composition of each. Different stakeholders have different communication requirements which are determined by the stakeholder’s roles and responsibilities in the project
Design the key messages: 
Identify key messages to be communicated to the stakeholders. The content will address the reason the stakeholders will be interested in the project. The information sources should also be determined.
Select the  communication Tools and Methods
Outline the communication tools and methods to be used. The preferred tools and methods should be those where the stakeholders will have the best chance for comprehending what is being communicated. The content of the communication and the method in which it will be delivered should appropriate for the recipient.  Methods that offer opportunities for people to ask questions or provide feedback can provide real value for the project. Possible methods of communication include; 
· Meeting summaries
· Status reports
· Newsletters
· Formal presentations
· Surveys
· Internet / Intranet Web Page
· Informal small group meetings
· Brown bag lunch workshops
Plan for Feedback channels:
Define communication channels that will be used by stakeholders to provide feedback
Establish the communication time frame
How often the information go out to the stakeholders? Communication can be done weekly, bi-weekly, monthly, quarterly or at the end of a phase, etc.
Issue Escalation
Document the person responsible for managing project issues when they arise and how issues will be escalated to the next level if the project manager cannot resolve the issue.
Storage of Project Information
Document how project information will be stored for the duration of project and how the archiving will be done after the project ends.
Draft a budget
Indicate the amount of resources allocated for communicating information including time expectations and budget
Monitoring and evaluation 
Indicate how the plan will be monitored and evaluated and how it will be improved over time and by who?




3. What is performance reporting? How is the information relating to performance conveyed to various stakeholders? (5)

	The process of reporting performance includes collecting, analyzing and distributing performance information to compare the baseline and actual data for the purpose of communicating the project progress and performance and forecasting the project results. During the process, both simple and detailed performance reports may be created and submitted to the concerned and permitted audience on a regular or exceptional basis. Performance reports can show percentage complete; analysis of past performance; current status of risks and issues; work completed or to be completed; summary of changed applied; etc. Complete performance reports should include actually completed project work and forecasted project completion.
[bookmark: _GoBack]Project information can be distributed to stakeholders and other relevant interested parties through any of the following methods;
· Project team meeting
· Individual, one-on-one meetings
· Stakeholder meetings
· Video conferencing
· Conference calls
· Email
· Portal or project intranet site
· Collaborative work management tools
· Seminars and webinars, phone calls
· Permitting a subscriber to access selected portions of respective project information
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