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[bookmark: _GoBack]Project communications matrix – which depicts how project stakeholders will be communicated with, including the communications mode, frequency and who is responsible for that communication. 
A project communications matrix is simply a communications plan that is adopted to effectively and efficiently pass information among different stakeholders in an organization. Communication is very vital in daily operations. Processes cannot be a success if communication is not effective and businesses will not make profits if communication matrix doesn’t engage every stakeholder. Elaborate communication matrices are depicted clearly in a large business entities or a large project schemes, where the communication appears planned factoring in all necessary needs. In smaller projects, communication is equally needful but it is not spelled out clearly since it is very basic and simple (Valdez et al, 2017).
When discerning a communication matrix, the project stakeholders should be clearly listed. They can include customers, suppliers, managers, etc. This is very important so as to determine communication needs of every party. A communications matrix assumes a given criterion. Below is a representation of a project communications matrix showing information sharing amongst stakeholders, media or channel of the communication, the interval of communication and the decoders or the originators of the communication. 
Communication is a two way traffic where by encode is corresponded by decode either in result or the actual communication.
Project funders (stakeholders): 
	Communication type
	From
	to
	Frequency or ultimatum 
	Media

	Business reports
	Project manager 
	Chief project funder
	Monthly or as agreed
	Emails or presentations 

	Emerging issues 
	Project manager 
	Chief project funder 
	When need arises
	Memos, email

	Special meetings 
	Project manager 
	Programme director
	As required 
	Meetings



Work force stakeholders
	Communication type
	From
	to
	Frequency or ultimatum 
	Media

	Course of action 
	Project manager 
	program
	Weekly via reports
	Emails, minutes of a meeting 

	Issue items 
	Project manager 
	Chief project funder 
	When need arises. A week is monger
	Memos, email

	Special meetings 
	Project manager 
	Human resource manager
	As required 
	One on one briefings 



The above is a communication matrix representing the levels of information amongst different stakeholders. 

• Work breakdown structure (WBS) – a deliverable-oriented hierarchical decomposition of the work to be executed by the project team, to accomplish the project objectives and create the required deliverables. The lowest-level WBS components (work packages) can be scheduled, cost estimated, monitored and controlled and are less than 10 days of work each. 
A work breakdown structure is simply a guide that narrows down tasks scheduling them to the right workforce and allocating the necessary funds from budgets associated to them. With a clear WBS, the project team is able to define accurately and organize the business’s scope (Kerzner et al, 2017). A hierarchy system is used where each structure of the WBS breaks further the project deliverables rendering them more defined. Designing a WBS helps in the assignment of duties, allocation of resources and control the project at every stage of the WBS, the project team is able to tell, by measuring, what has been achieved. This helps in the estimation of cost structures and project on the amount of risk to engage in. WBS double checks on specific objectives and tries to avoid or discourage overlapping. 
A work breakdown structure is procedural. Provided with the scope statement and scope management plan, organizational processes and changes in the business, one can use tools and draw a WBS. I.e. concentrate all the stakeholders in one setting, get the project tittle and the corresponded follow-ups. Here, tasks are more advisory and, therefore, delivery rule is preferred at 100 percent. After these two initial levels, decomposing tasks is now done to ease the entire project. Below is a representation of the WBS of a standard company; 


Representation of the project DWS takes the above design. The goal is to clear up all the transactions.

• Project schedule in Microsoft project – includes standard phases, phase gate tasks, and tasks common to all projects (status reports, closure steps,). The project schedule includes at least a planned start date and planned finish date for each schedule activity. This output will include a project schedule network diagram highlighting the critical path and a milestone chart (in Gantt chart format). 
Project schedules are useful tools in any business for they control a project’s progression. This tool plans and communicates the business advancements. Different project schedules are needed for different purposes in the life of the business, and also stakeholders. 
This tool is mostly used in a manager’s portfolio to lead a project successfully until the overall goal is achieved. 
Below is a sellout project, named ‘Moonshot” that a company is trying to launch;
	Task order
	Name of task
	Duration in weeks
	Predecessors

	1
	Moonshot project
	
	

	2
	Planning 
	
	

	3
	Team leader
	1
	none

	4
	Recruitment and trainings
	5
	none

	5
	Select Deliverables
	2
	none

	6
	Making a market outreach plan before
	2
	none

	7
	Executing the plan
	4
	6

	8
	Establish marketing concept
	2
	6,3

	9
	Marketing design
	6
	8

	10
	Procure Market
	3
	5,8

	11
	Permits and licenses obtain
	3
	8

	12
	Market approvals
	3
	5,10,11

	13
	Assemble market
	4
	9,10,12

	14
	Actual selling
	40
	9,12,13

	15
	Implement products
	2
	7




• Project risk and opportunity matrix
Often, the engagement in any venture of project means taking a risk because returns are not guaranteed (Harris, E. 2017). Businesses, therefore, come up with strategies to mitigate the project risks and at the same time chances to make use of the opportunities within reach. Projects that are termed worthwhile bear with them greater risks compared to individual projects. It is ideal that a balance is stroke between the risk and the opportunities available. 
Below is a representation
	
	
	Result
	
	
	
	

	
	Matrix
	Negligible
	Marginal
	significant
	High Impact
	Very High impact

	
	cost
	wages
	Raw materials
	markets
	Discounts and commissions
	advertisement

	Probability
	Schedule
	
	
	
	
	

	
	scope
	
	
	
	
	

	
	High quality
	Minimal improvement
	Major improvement
	Noticeable improvement
	Substantial improvement
	Significant improvement

	
	Somehow likely
	low
	moderate
	high
	high
	high

	
	unlikely
	Low
	moderate
	moderate
	high
	high

	
	Very unlikely
	low
	low
	low
	moderate
	moderate
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