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1.

i. The following are the processes for Project Communications Management: Communications Planning, Information Distribution, Performance Reporting, and Administrative.

ii. The project communication planning is completed during the Planning phase.

iii. A good project Communications Management Plan ensures effective communications throughout the life of a project by defining the communication requirements for the project and how information will be distributed. In addition, it sets the communications framework for a project by serving as a guide for communications throughout the life of the project and will be updated as communication needs change. A good communication plan generally includes the following elements:

· Communication objectives

· Target audiences

· Key content for the communications

· Communication method and frequency 

This plan identifies and defines the roles of persons involved in this project. It also includes a project team directory is included to provide contact information for all stakeholders directly involved in the project.

iv. Simply put, information distribution is the implementation of the Communications Management Plan. The inputs for information distribution include:

· Project plan 

· Communication management plan 

· Work results 

v. To understand the communications process, project managers must understand all the relevant factors. However, regardless of the technology involved the various communication modalities used by project managers involve, a sender, message and recipient. These are then distributed  by the following:

· Synchronous communications which take place when all the parties are present at the same time. For instance, telephone calls and video conferencing.

· Asynchronous communications, whereby the parties are not present at the same time. Examples are e-mail and blogs.

2. According to Rajkumar, Sivasankari, “Developing an effective communication plan is explained in steps on how to identify communication requirements: 5Ws (What, Why, Who, Where, When) and 1H (How).”  In other words: What information will be communicated including the level of detail and format. How the information will be communicated for instance, meetings, email, telephone, web portal, etc. When information will be distributed and Who is responsible for communicating project information. Most scholars agree that this can be achieved by establishing the following: 

· Communication objectives

· Target audiences (internal and external) and the makeup of each audience

· Purpose of the communication for each audience

· Key communication messages and the content of the message

· Information sources

· Frequency of the communications

· Format and delivery mechanism for the communication

· The messenger

· Communication milestones and measurements of success

3. Performance reporting is an important activity in project communication management. It involves collecting and disseminating project information, communicating project progress, utilisation of resources, and forecasting future progress and status to various stakeholders, as decided in the communication management plan. The fifth edition of the PMBOK Guide defines the performance reports as follows:



“The physical or electronic representation of work performance information compiled in project documents, intended to generate decision or raise issues, actions or awareness.” The format of the performance reports may be any combination of these formats:

· Burndown Chart

· S-Curve

· Bar Charts

· Histograms

· Tables

· Run Charts.

Apart from the above, according to Fahad Usmani the content of the performance reports includes, but is not limited to:

· Percentage of the work completed during the reporting period

· Balance of the work to be completed

· Cost incurred during the reporting period

· Balance of funds available

· Balance of time available

· Major risks that have occurred, or passed without occurring

· Major remaining identified risks

· Results of variance analysis: e.g. schedule variance and cost variance

· Performance indexes: e.g. schedule performance index and cost performance index

· Forecasted funds required to complete the remaining work for cases where the project cost is overrun or under run

· [bookmark: _GoBack]Forecasted time required to complete the remaining work if the project is delayed or ahead of schedule

· Summary of major approved change requests during the reporting period
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