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1.
I. Project communication management consists of many processes, Project Communication planning, where the project manager determines what information is required to be communicated, and who requires to receive the information, and identifying what information is required to be communicated to the stakeholder and when. Concurrent to Communication planning, information distribution is the second process, where by the Project manager has to determine how the information will be distributed, be it Meeting minutes, following face to face meetings, video conferences, Project portal, emails, or other agreed method. Performance reporting, will allow the stakeholder to be kept informaed on the project as to whether the project is performing, and will be completed to the stakeholders requirements. Administrative closure, where the project team will ensure the project is inspected by the stakeholder and accepted as complete, and documented.   
II. The project communication planning process although developed at early stages of the project commencement, to establish the project stakeholder and team communication requirements, it will continue through until the administrative closure process, as the means of communication may be changed as the stakeholder requirements dictate.  
III. The communication management plan, will provide the team and stakeholders with a documented record of the agreed details of information required to be communicated, schedules of when the information should be distributed, who should and should not be communicated, and how the information should be distributed. It should also include how the plan should be updated during the course of the project, and what action would dictate any changes.
IV.  There are three main inputs that are attributed to information distribution, Work results or progress reports, communication management plan, as described in “III” Project plan. 
V. Communication Modalities that may be used by the project manager, Information schedule, which will determine the frequency that reports and updates will be required to be shared with the stakeholder, however if there are any unexpected events that may affect the progress then immediate communications may be required. Technology, some projects may require additional means of communication in the form of a portal or website, this will allow larger documents to be distributed to the project team and stakeholders if email capacities are limited etc. Project length may have a n effect on the means of communication agreed, short term projects may not require the same technology however some short term projects may benefit from such technology. Project staffing, If the project is to adopt certain technologies, the project manager must determine whether the project team has the required competency to carry out the communication, and if training will be required to allow the team to communicate successfully. 

2.    The communication plan is created, by discussing with the team and stakeholders what form of information is required, when it is required, and how it is to be communicated, this should be recorded and documented this will form part of the contractual agreement.

[bookmark: _GoBack]3.    Performance reporting is a means of updating the customer or and the stakeholders of the progress of the project, although the cost and programme may be of the primary interest to the majority of stakeholders the report should also include, Status/progress reports, how the project complies to the scope, any quality issues or testing  that may have occurred since the previous report, what risks that may have occurred that may affect the project, and how the project manager will overcome the risks, or occurences. Forecasting, the project manager can inform the stakeholder of any impacts that may affect the project completion be it redcution in scope or instructions/additions.
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