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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. 
	
Give brief answers for the following questions: (20)
i. Which processes are involved in project communication management?
Communication planning, information distribution, performance reporting, administrative closing.
ii. At which stage in a project is project communication planning completed?
Project communication plan is completed at the planning phase.
iii. Which type of information is contained in project communication management plan? 
Project communication plan has to contain information such as:
- 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 for information distribution?
Work results, communication management plan, project plan.
v. What are the various communication modalities used by project managers?
Project meetings, Hard-copy documentation, Videoconferences, A project website, Databases, Faxes, E-mail.
2. Discuss, in detail, how a project communication plan is created? (5)
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 is the information relating to performance conveyed to various stakeholders?
Customers and other stakeholders will need updates on the project performance throughout the project management. 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. In other words, the people footing the bill and affected by the outcome of the project need some confirmation that things are going as promised by the project manager. Performance reporting involves six things:
 Status reports: How is the project currently progressing?
 Progress reports: How complete is the project? How much more work remains?
 Scope: How is the project meeting the project scope?
 Quality: What are the results of quality testing, analysis, and audit?
 Risks: What risks have been posed to the project and what has been their effect on it?
 Forecasting: Will this project end on schedule? Will the project be on budget? How much longer will this project take? And how much more money will this project need to finish?
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