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1. Give brief answers for the following questions: 

I. Which processes are involved in project communication management?

- Performance reporting: The project manager relies on EVM and other performance measurement to create status reports, forecast project conditions and measure performance.

- Administrative closure: Project managers need a routine of documentation, communication, and information distribution to close out a phase or project.

- Communication planning: Project managers need to identify the stakeholders and their communication needs and determine how to fulfill their requirements.

- Information distribution: Project managers need to communicate the correct information on the correct schedule to the appropriate stakeholders.

II. At which stage in a project; project communication planning is completed?

Communications planning is completed early in the project

III. Which type of information is contained in project communication management plan?

- 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 through the project to the correct individuals. The communication structure documents where the information will originate, to whom the information will be sent, and in what modality the information is acceptable.

- Schedules of when the various types of communication should occur. Some communications, such as status meetings, should occur according to a regular schedule; other 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.

IV. What are the inputs to information distribution?

- 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.

- Communications 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.

V. What are the various communication modalities used by project managers?

Communication modalities may include reports, memos, emails, meetings, and so on. The preferred methods of communicating must be identified by the project manager, based on the conditions of the message to be communicated.

The following, may have an effect on the communication plan:

-  Information schedule: Regularly scheduled reports and updates may be required by stakeholders, such as management and the project customer. If conditions within the project affect the project success, immediate communications may be expected.

-  Technology: Some technology changes may be needed to fulfill the project request because of the demands of the project. For example, the project may require an internal website that details project progress. In the absence of such a website, time and money will need to be invested in this communication requirement.

-  Project length: The length of the project can have an influence on the project technology. A long-term project’s communication model may be replaced due to advances in technology. A short-term project may not have the same technology requirements as a long-term project but may nevertheless benefit from the successful model used by a larger project.

-  Project staffing: The project manager should evaluate the abilities of the project team. This is to determine whether the team possesses appropriate levels of competency required to fulfill the communication requirements or whether training will be required for the project team.

2. Discuss in details how the project communication plan is created? 

The project manager and the project team can determine what communications are needed based on stakeholder analysis. There is no advantage in supplying stakeholders with information that is not desired or needed. Time spent delivering and creating unnecessary information is a waste of resources. A Communications 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 through the project to the correct individuals. The communication structure documents where the information will originate, to whom the information will be sent, and in what modality the information is acceptable.

- Schedules of when the various types of communication should occur. Some communications, such as status meetings, should occur according to a regular schedule; other 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.

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

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. 

The project manager, the project sponsor, the project team, and other stakeholders need and supply information to and from one another throughout the project management.

There are different methods of distributing information. The best modality is the one that is most appropriate to the information being conveyed. For example, an e-mail may not be the correct format to share variance information on project costs. Information can be distributed through the following methods. There are other methods as well, which can be selected according to project demands and as technology allows:

- Project meetings

- Hard-copy documentation

- Videoconferences

- A project website

- Databases

- Faxes

- E-mail

- Telephone calls
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