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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. 
	Please insert your completed assignment ( in word format)  here:
Give brief answers for the following questions:
  
i. Which processes are involved in project communication management?
Answer: he Project Communications Management processes are as follows:
Plan Communications Management—The process of developing an appropriate approach and plan for project communications based on stakeholder's information needs and requirements, and available organizational assets.
Manage Communications—The process of creating, collecting, distributing, storing, retrieving and the ultimate disposition of project information in accordance with the communications management plan.
Control Communications—The process of monitoring and controlling communications throughout the entire project life cycle to ensure the information needs of the project stakeholders are met.

ii. At which stage in a project is project communication planning completed?
Answer: Review the Plan for Improvements
: Once the project communications plan is complete, schedule a session to review lessons learned that will prove beneficial for the next project. Outline the positive as well as the negative aspects of the plan, including whether any miscommunication occurred or communications were not distributed on a timely basis. Survey the communication recipients to determine whether the communications were effective, well-received, or received on a timely basis. Prepare a formal "Lessons Learned" section, to be included in the Project Communications Plan.

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

Answer: Plan communications consider the performing organization's environment (i.e. Enterprise Environmental Factors), including its culture and expectations. The performing organizations processes, procedures, historical records, lessons learned and other information (i.e. organizational process assets) should also be taken into consideration. The output is the Communications Management Plan which is a component of the Project Management Plan. During project initiation, the efforts would begin to identify stakeholders and their communication requirements. In planning, it is determined how to apply that information.

iv. What are the inputs for information distribution?
Answer: The Distribute Information process is responsible for getting information to stakeholders about the project in a timely manner. It describes how reports, and other information, are distributed and to whom. Executing the communications management plan also occurs during this process.

v. What are the various communication modalities used by project managers?
Answer: Formality Perspective
Another way to look at project communication is on whether it is formal or informal.
Some examples of formal communication include reports, presentations, and media releases. This type of communication is usually planned and takes some time and effort to prepare.

Informal communication includes emails and ad-hoc discussions. Informal communication has increased as many projects start to use social networking.

2. Discuss, in detail, how a project communication plan is created? (5)	.

Answer: Creating Your Project Communication Plan
A communication plan isn’t created in a vacuum. Although there are some standard items you’ll include in your plan, such as Project Kick Off, Review, Status, and Team Meetings, it’s important to spend time gathering input from all stakeholder groups to ensure the plan is comprehensive. That said, it’s also important to note that changes may need to be made to the plan as the project moves forward. Here’s the general framework.

3. What is performance reporting? How  is the information relating to performance conveyed to various stakeholders? (5)
Answer: t’s 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.
Stakeholder Categorization

Categorize the shareholders according to the extent to which they are affected by the actions and decisions of the company. If stakeholders are directly affected by company decisions, group them under primary stakeholders. This group includes shareholders and employees. Secondary stakeholders are those individuals or institutions indirectly affected by the company's actions. In this group, include the government and the local community. Prioritizing stakeholders ensures that you adjust communication to suit the different stakeholder groups.

Primary Stakeholders

An important element of good communication is to know the target to which you wish to convey information. Primary stakeholders require information concerning the company's stock performance, financial statements and planned investments. Send information of this nature promptly while exercising confidentiality. Use channels such as fax or mail.


Secondary Stakeholders

Secondary shareholders require less sensitive and nontrivial information, such as information on social welfare programs that your firm intends to undertake. Send this information through conventional channels such as the company's website or email. Ensure that the information is clear and easily understood.

Provide Consistent Messages

Forward all the latest and relevant information that has a significant impact on the company to the stakeholders. This ensures that you keep them informed of timely issues within the company and the external environment. Stakeholders value companies that provide them with the latest information as it enables them to make calculated decisions concerning their interests in the firm.

Plan for Problems

Prepare a crisis management plan to manage communications with stakeholders in unexpected situations. A crisis management plan also helps you contain information that may have negative repercussions for the company if leaked to the wrong persons. The company should also use multiple channels for communicating with shareholders to minimize reliance on one channel.
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