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 Project managers must understand and work with 
various stakeholders

 Need to devise a way to identify and resolve 
issues

 An expectations management matrix can help 
clarify expectations
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Performance reporting keeps stakeholders informed 
about how resources are being used to achieve 
project objectives:

◦ Status reports describe where the project stands at a 
specific point in time

◦ Progress reports describe what the project team has 
accomplished during a certain period of time

◦ Forecasts predict future project status and progress based 
on past information and trends

Information Technology Project 
Management, Sixth Edition 23



Copyright 2009

 Manage conflicts effectively

 Develop better communication skills

 Run effective meetings

 Use e-mail and other technologies effectively

 Use templates for project communications
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 Conflict often produces important results, such as 
new ideas, better alternatives, and motivation to 
work harder and more collaboratively

 Groupthink: conformance to the values or ethical 
standards of a group; groupthink can develop if 
there are no conflicting viewpoints

 Research suggests that task-related conflict often 
improves team performance, but emotional conflict 
often depresses team performance
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 Companies and formal degree programs for IT 
professionals often neglect the importance of 
speaking, writing, and listening skills

 As organizations become more global, they realize 
they must invest in ways to improve communication 
with people from different countries and cultures

 It takes leadership to improve communication
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 Communications technology, such as using e-mail and 
searching the Web, should help improve project 
communications, but it can also cause conflict

 How? Cyberslackers are people who should be working, 
but instead spend their time online doing non-work-related 
activities, such as annoying friends or co-workers by 
sending unimportant e-mails

 A recent study by Websense suggested that employees 
are using the Web more and more for personal reasons, 
and it is costing U.S. companies $178 billion annually, or 
$5,000 per employee

 A 2008 survey found that more than a quarter of U.S. 
employers have fired workers for misusing e-mail and one-
third have fired workers for misusing the Internet on the job
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 Determine if a meeting can be avoided

 Define the purpose and intended outcome of the 
meeting

 Determine who should attend the meeting

 Provide an agenda to participants before the 
meeting

 Prepare handouts and visual aids, and make 
logistical arrangements ahead of time

 Run the meeting professionally

 Build relationships
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 Make sure that e-mail, instant messaging, or 
collaborative tools are an appropriate medium for 
what you want to communicate

 Be sure to send information to the right people

 Use meaningful subject lines, limit the content of 
e-mails to one main subject, and be as clear and 
concise as possible

 Be sure to authorize the right people to share and 
edit your collaborative documents
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 A SharePoint portal allows users to create 
custom Web sites to access documents and 
applications stored on shared devices

 Google Docs allow users to create, share, and 
edit documents, spreadsheets, and presentations 
online

 A wiki is a Web site designed to enable anyone 
who accesses it to contribute or modify Web page 
content
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 Many technical people are afraid to ask for help

 Providing examples and templates for project 
communications saves time and money

 Organizations can develop their own templates, use 
some provided by outside organizations, or use 
samples from textbooks

 Recall that research shows that companies that 
excel in project management make effective use of 
templates
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 The project manager and project team members 
should each prepare a lessons-learned report

◦ A reflective statement that documents important things an 
individual learned from working on the project 

 The project manager often combines information 
from all of the lessons-learned reports into a 
project summary report

 See template and sample in Chapter 3
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 It is also important to organize and prepare project 
archives

 Project archives are a complete set of organized 
project records that provide an accurate history of 
the project

 These archives can provide valuable information 
for future projects as well
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 Many project teams create a project Web site to 
store important product documents and other 
information

 Can create the site using various types of 
software, such as enterprise project management 
software
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 There are many software tools to aid in project 
communications

 Today many people telecommute or work remotely 
at least part-time

 Project management software includes new 
capabilities to enhance virtual communications

 New tools, such as instant messaging and blogs, 
can enhance project communications
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 The goal of project communications management 
is to ensure timely and appropriate generation, 
collection, dissemination, storage, and disposition 
of project information

 Main processes include:

◦ Identify stakeholders

◦ Plan communications

◦ Distribute information

◦ Manage stakeholder expectations

◦ Report performance
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