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Assignment (1)

You are employed as a supervisor at the local mail distribution center. The center
wishes to develop a new staff recruitment and selection process, to be implemented
within the next three months. You have been assigned the responsibility of project
manager.

Your Task

Explain (130 to 150 words) how you as the project manager should plan,
manage, and control communication, with the team members to achieve
deliverables. Give reasons.

Best of luck..
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The local mail distribution center.

THE PROJECT COMMUNICATION PLAN

With a good project communication plan, you can avoid surprises and extra work. | will Use
templates for project communications.

1. Define the Purpose and Approach

2. List Goals and Objectives

3- Research and Assign Roles
I will be expected to contribute more through the course of the project than the project sponsor.
On the other hand, each individual or group will be expected to provide the proper
communication when it’s requested.

Communications Management Plan Contents

the project

Communication Description Frequency Format Participants/ Deliverable Owner
Type Distribution
Project Sponsor, .
Weekly Status E mail summary . . P Project
Report of proiect status Weekly E mail Team and Status Report Manager
P proJ Stakeholders &
Meeting to
Weekly Project review action Updated Project
y J, . Weekly In Person Project Team ) P . )
Team Meeting register and Action Register Manager
status
Present metrics .
i Project Sponsor, Status and .
Monthly Project and status to . Project
. Monthly In Person Team, and Metric
Review team and . Manager
Stakeholders Presentation
sponsor
Report outlining .
Weekly . . Construction Contractor
. weekly progress Weekly E Mail Project Team
Construction Status . Status Update Team Lead
and issues
Present
. Phase
. closeout of Project Sponsor, . .
Project Gate . completion Project
] project phases As Needed In Person Team and
Reviews . report and Manager
and kickoff next Stakeholders .
phase kickoff
phase
Review of any
Technical Design technical Technical Project
. & designs or work As Needed In Person Project Team Design )
Review . . Manager
associated with Package
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