[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Wilfred Tadeyo

	Student Number:
	1649

	Course:
	International Diploma in Project Management 

	Assignment NO:
	9



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. 
	


i. Processes involved in Project Communication Management
· Communication Planning- This is the identification of the communication needs of all parties (stakeholders) to the project and how that information will get to them. Content depth and frequency of communication, project life span are also factors to consider during the planning. While communication planning is done right at project planning phase, it is dynamic as stakeholder information needs will change as the project progresses through its life. 

· Performance Reporting- This process helps the project manager to assess progress of the project and measure performance at every task cumulatively against the Project plan, budget, scope, quality, risk and other parameters during the execution phase of the project. Project status reports and forecasts are also drawn up and analyzed at during the performance reporting process. Special project assessment tools and techniques are used to help the Project Manager generate, disseminate and archive project information. 

· Information distribution-This is the implementation of the communication management plan. The process ensures that correct information is appropriately and timeously distributed to project stakeholder. The project plan, task results are some of the inputs to the information distribution process will include list of recipients and their and information needs.  
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· Administrative Closure- This is the documentation at completion of the project or phase and handing over the project to the sponsor. Administrative closure also covers documentation to with termination of the project, feedback on whether or not the project was successfully completed and lessons drawn from the project. 

ii. The project communication plan is completed at the project’s planning stage as effective communication is essential for the success of a project This makes it important to identify stakeholders, what their information needs are, how frequently and what depth they require it. Care must be taken that the tools and technology are appropriate. Given these requirements it becomes important that the communication planning is placed right at the beginning of the beginning of the project,  the planning stage.

iii. Information contained in the project communication management plan.

· List of stakeholders, both internal and external with details of their information requirements. 
· Individual profiles of Stakeholders drawn based on interest and influence in the project. 
· Details of relationships of stakeholders and how their relationships affect the project. Functional Departments and individual responsibilities.(Finance, Admin, Directors), external stakeholders (media, suppliers, vendors, government and regulatory bodies)
· Logistics and resources of how information will be relayed to and fro different stakeholders (communication infrastructure, means of communication- meetings, conferences, email, telephone/mobile phones.
· If technology will be used, is it adequate for the project information requirements? Are personnel intended for this project familiar with the technology?  How will the knowledge gaps be covered?
· 
iv. Inputs for Information Distribution
· Work results- These are the tangible outcomes of work that have been carried out so far, completed or partial. Critical factors include:
- Quality of work- to what standard have the intended quality and scope been met? 
 -Challenges faced- Have there been any challenges this far, to what extent have the constraints affected   quality and progress? E.g absence of key personnel, lack of critical technology or vendor issues. 
 - Requests for change (approved or disapproved)- What requests have been tendered and why? Where  they approved and executed or disapproved.  
 
· Communication Management Plan-Guideline of how the performing organization will communicate with its stakeholders  Example; Stakeholders Analysis and profiling (information needs, frequency,  communication channel)

· Project Plan- The grand project plan, reconciling all activities to be carried out on this project and how it will all play out. This will give flesh to the communication plan.
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v. Communication modalities used in project management 
There are several modalities that can be used but the most appropriate one is the one that ensures that the message is conveyed to the receiver and has been well understood and feedback sent back to confirm this. The modalities are:

· Project Meetings- Depending on agenda, only those stakeholders who have to attend are invited, agenda of meeting sent out in advance. Project manager or his appointee will chair meeting, Notice of meeting may be brief or long, Meetings may be regular or as and when required. Proceedings and details recorded. Meeting may be brief or long and detailed. Minutes are usually published and distributed to all. Meetings good for open forum discussion as all ideas are welcome discussed and a resolution passed.
· Emails- Usually intended for informing, updating interested stakeholders or giving step by step instructions; usually brief and straight to the point but may be long or have attachments (documents, photos, videos); have limited distribution, usually on a need to know basis; Feedback not always required as some messages may be simple instructions, requests or updates. 
· Hardcopy documentation-: Important for where written details are required; copies made for distribution to those with no access to emails, or in remote locations where technological applications may not be feasible; good for record keeping, 
· Videoconferencing-: Effective when stakeholders or are geographically separated and cannot converge for a conventional meeting or briefing. Requires technological application/equipment to be effective.  Proceedings usually recorded for the record or use immediately after or in future.  
· Databases-:  Effective where a lot of data is generated and published. Access to data may be limited,
· Project websites-: Is the official face of the project and must provide as much information about the project as possible. Works where loads of information (detailed instructions of how-to, detailed reports, complex drawings, photographs are generated and published frequently) Technological investment required. It is accessible to all including the general public. 
· Faxes-: A quick way of sending copies of printed documents. This mode is fast getting replaced with Scan and Email capabilities of most printers. Effective when sending small number of documents. 
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	Gather Inputs to the communication plan

	Inputs will define nature of communication plan.  Scope, Background and purpose of project, importance of communication plan, sponsors. How information will be collected, compiled and distributed. What technology will be used? Is that technology available? How familiar is it to  stakeholders


	WBS

	Based on Project Scope and Plan. 


	Project Charter

	Clearly defines what the project is about and what its deliverables are as a required by sponsor


2. Creation of Project Communication Plan
	Identify stakeholders

	Stakeholders are identified and profiled based on influence on and interest in the project. This will determine their information requirements hence depth and frequency of communication



 


	Identify communication methods based on WBS

	Choice of communication method will depend on information needs, available technology, scope of project and stakeholder profile. Different methods may be used for different stakeholders or different methods for the same stakeholders, depending on information requirements. Information requirements are dynamic for some stakeholders, they vary depending on stage project. Examples of communication methods include: Emails, hardcopy documents, conferences, meetings.                  



	Prepare and present Communication Draft Plan

	To establish if all communication aspects and requirements have been covered the draft plan is distributed to all stakeholders via email, meeting or video conference whichever is appropriate though a face-to face with all (conference is more preferred). In exceptional cases a one on one with each stakeholder may be appropriate and any misunderstandings/conflicts cleared and a common ground set. Changes are incorporated and draft should be ready as working document.


Presentation  and implementation of Final Communication Plan
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3. Performance Reporting
Performance reporting is one of the processes in Project Communication Management; it is the process of collecting, recording, analyzing, organizing and dissemination of project related information of how the project is progressing.  While in the bigger picture reporting essentially looks at the three project constraints; Cost, Schedule and Quality, reporting is broken down into six areas. These are: Status Reports, Progress reports, Scope, Quality, Risk and Forecasting. 

There are at least two ways though which the project manager is able to use to effectively convey project performance information. This is through performance review meetings and graphical/tabular presentation of variance analysis result. During a performance review meeting, the PM will present the progress which has been made on the project. Facts will revolve around how constrains (cost, scope and quality) have been managed to achieve the level of progress, thus far achieved. 

Depending on interest/influence matrix/combination of each stakeholder some meetings may be more in depth and more technical for certain stakeholders and much simpler for others, this makes it necessary to have spate meetings so as to effectively address each stakeholder. For example, the sponsor may only be interested in the big picture of what progress has been made and that the budget is still on track. Another stakeholder may want detailed progress down to the last piece of material, detailed drawings and even want to know the results of destructive tests carried out on samples. 

Project variance analysis is another way the project manager is able to present project performance reports. Emphasis here is on analyzing how the project has done, then compare this against the project plan, by work package or groups of work packages or tasks. Analysis serves to find the causes for variances with the aim of;
· Understand causes and draw lessons from them for future projects
· Bench mark the project and compare with previous projects and use as a reference in future projects.
Several tools and techniques such as Earned Value Management (EVM),…. maybe used in variance  analysis and project reporting.
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