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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. 
	I..

The process involved in project communication is as follows, Communications planning, information distribution, performance reporting and administrative closure.

ii…
the communication plan is completed during the planning phase, but the communications plan can be updated throughout the project life cycle.

iii…
some of the items included in the communication management plan are as follows Performance reporting, Mannix meetings are a good way to report on team members and contractors PERFORMANCE.
administrative closure, project managers need a routine of documentation to help close out a project and record lesson learned and project information such as testing.

Communications planning, project managers need to identify the stakeholders and their communications needs, some major stake holders will or could request weekly updates by email or reports and may not attend all project meetings this will have to be set out in the communication plan at the planning phase of a project.
Information distribution, project managers need to communication the correct information on the correct schedule to the appropriate stakeholders.

iv…. The inputs are as follows stakeholder register, stakeholder management strategy, enterprise environmental factors, organizational process assets, some other inputs are project management plan, performance reports and organizational process assets, project management plan, work performance information, work performance measurements, budget forecasts, organizational process assets. A project manager must be aware that in some projects the inputs with must be update and therefore create outputs.

v…
some of the modalities are information schedule, technology, project length and project staffing the project manager should identify all the required and approved methods of communicating as apart of the communication planning. Some projects may be very sensitive and contain classified information to which not all stakeholders should be privy. 


2…

A project communication plan that will guide the messages to a project affected stakeholders is a critical part of any project. How well you communicate throughout the life cycle of your project can make the difference between success and failure. During the planning phase of a project, a PM needs to create a high-level communication management plan that defines the general communication requirements for your project. This plan should include the plans purpose and approach, the communication goals and objectives, communication roles, communication tools and methods, and high-level project communication messages. Its also helpful to include any specific requirements or standards that govern your project. It is also wise to remember to high light any special requirements to any stakeholder that may require extra communications as he or she might have a lot invested in the project or how it could affect the day to day running of their plant, site, operations. I was on a project when a major stakeholder requested daily updates on project progress as project work could have affected his assembly line. 

3…

Performance reporting is important is an important activity in project communication management. It involves collecting and disseminating project information, communicating project progress, utilization of resources, and forecasting future progress and status to various stakeholders as decided in the communication management plan.
Some of the communication methods that can be used to distribute performance information is as follows the type of information to be distributed, the audience requirements, the timeline for required response, any or all the following are acceptable methods for distributing project information to stakeholders and other relevant interested parties, Project team meeting 
[bookmark: _GoBack]Individual one to one meetings, stakeholder’s meetings, video conferencing, conference calls, emails, portal or project intranet sites like skype and collaborative work management tools. The, method you chose can be based on organizational structures put in place by the company the soft ware the company might use. I find a weekly face to face update or meeting with the project team and sponsors works best also invite as many end users that are on the project team to attained.
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