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1860 – Foundations of 

Project Management

Module 11: Executing and Monitoring       
Part 4: Communications, Stakeholders & 
Closing
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Course Plan

Module Titles

Module 1 – Introduction to Project Management

Module 2 – Selection & Initiation

Module 3 – Planning Part 1: Project Integration & Scope

Module 4 – Planning Part 2: Schedule

Module 5 – Planning Part 3: Cost

Module 6 – Planning Part 4: Quality, Resources, Communications, & Stakeholders

Module 7 – Planning Part 5: Risk & Procurement

Module 8 – Executing & Monitoring Part 1: Integration & Resources

Module 9 – Executing & Monitoring Part 2: Quality, Risk, & Procurement

Module 10 – Executing & Monitoring Part 3: Scope, Schedule, & Cost

Module 11 – Executing & Monitoring Part 4: Communication, Stakeholders, & 

Closing

Module 12 – Final Exam (no content)
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1. Describe the use of Project Reports in project 

communication

2. Understand the importance of engaging and monitoring 

Stakeholders

3. Identify Project Closure activities

Learning Outcomes for This Module
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Topics for this Module

• 11.1 Manage and Monitor Project Communication 

• 11.2 Manage and Monitor Stakeholder 

Engagement

• 11.3 Closing a Project or Phase

• 11.4 Review and Next Module
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• Scope

– Validate Scope

– Control Scope

• Schedule

– Control Schedule

• Cost

– Control Costs

– Cost Baseline

– Earned Value Management

– Burndown charts

Module 10 - Review
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• Chapter 7:

– Executing Projects, Pages 280-285

• Chapter 8: 

– Monitoring and Controlling Projects, Pages 326-327

• Chapter 9:

– Closing Projects, Pages 339-355

Readings
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Module 11 – Section 1

Manage and Monitor 

Communications 
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Project Communications Management 

IC-1.210
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Manage Communications

IC-1.3

Process of ensuring the timely and appropriate collection, creation, 

distribution, storage, retrieval, management, monitoring, and the ultimate 

disposition of project information

Inputs

1. Project 

management plan

2. Project 

documents

3. Work 

performance 

reports

4. Enterprise 

environmental 

factors

5. Organizational 

process assets

Tools and 

Techniques
1. Communication 

technology

2. Communication 

methods

3. Communication 

skills

4. Project management 

information system

5. Project reporting

6. Interpersonal and 

team skills

7. Meetings

Outputs

1. Project 

communications

2. Project 

management plan 

updates

3. Project documents 

updates

4. Organizational 

process assets 

updates

Adapted from Part I Figure 10-5, A Guide to the Project Management Body of Knowledge (PMBOK® Guide) – Sixth Edition, 

Project Management Institute, Inc., 2017.  Copyright and all rights reserved.  Material from this publication has been 

reproduced with the permission of PMI. Page 346.

10.2
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Manage Communications – Inputs

• Project documents

– Direct communication
• Communication contained in correspondence that is directional 

(one way) stating a position or point of view on a matter

• Response is expected by action (or inaction) or by return 

correspondence 

• Letters, memos, invoices, transmittals, change orders, site 

Instructions

– Information correspondence  
• Communication usually provided by a consultant which provides 

information to be used within a broader process

• The author of the communication is usually not part of the 

broader process after the delivery of the information

• Reports, statements, surveys, drawings, assessments
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Manage Communications – Inputs (cont’d)

• Project documents (cont’d) 
– Design correspondence

• Communications which define the ideas of a designer (intent), so 

that they can be understood by others

• Drawings (quantifiable), sketches, plans, elevations, sections, 

perspectives, etc.

• Quality specifications, models, photographs, mock-ups

– Implementation correspondence
• Communications required for the process of producing actual 

implementation from the ideas of the designer

• Contract documents, working drawings, specifications, 

instructions to bidders and contracts 

• Instructions (site, supplementary, contemplated change) 

• Orders (change, field)

• Certificates (payment, occupancy, insurance, etc.)
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Manage Communications – Inputs (cont’d)

• Project documents (cont’d)
– Summary and record correspondence

• Communication that summarizes discussion and actions to be 

taken together with the names of individuals who are responsible 

for these actions

• Meeting reports (conference, minutes, etc.), telephone records, 

field instructions, daily journals, financial records

– Agreements
• Intent to enter into an agreement: An agreement on the 

exchange of value with a minimum of two parties 

• Offer and Acceptance: Signed back direct correspondence, or 

answered correspondence forming requirements of an 

agreement

• Contracts, Work Orders, Purchase Orders, Sales Agreements
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Manage Communications – Inputs (cont’d)

• Project documents
– Project Management Expo Examples

Communication Model and Method Description

Information Correspondence • Requests for Speaker 

presentations

Design Correspondence • Website wireframes and mock-ups 

for the Conference site

Summary and Record

Correspondence

• Weekly Status Report minutes

• Monthly Senior Meeting 

presentations and minutes

Agreements • Final Approved Contract from

Hotel for attendee rooms, 

conference meeting rooms and 

food arrangements
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Manage Communications – Inputs (cont’d)

• Work performance reports
– Status reports

• Describe where the project is at a point in time 

• Include updates on scope, time and cost 

– Progress reports
• Describe what has been accomplished during a 

certain period

• Usually done by project manager on a weekly or 

monthly basis
– Consolidates key information

– Current status of risks and issues

– Work completed during the period

– Summary of changes approved in the period
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Manage Communication – Inputs (cont’d)

• Work performance reports (cont’d)
– Variance reports

• After-the-fact look at what caused a difference 

between baseline and actual project performance

– Forecast reports
• Predict future based on past performance

• Forecasting methods: Process of predicting future 

project performance based on actual performance to 

date
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Manage Communications – Inputs 

(cont’d)

Progress Report

Project Name: PME Expo Date: June 17 Reporting Period: June 10-17

Completed during reporting period To be completed before next report

• Kick off meeting held

• Project Charter signed

• WBS to be developed

• Roles and Responsibilities to be assigned

What is going well and why What is not going well and why

• Many returning team members

• Team moral high

• NA

Suggestions/Issues Project Changes

• NA • NA
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Manage Communications – Tools

IC-1.4 • Communication methods
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Manage Communications – Tools (cont’d)

• Project Management Expo Example

• Building consensus – Meeting

– During weekly status meeting, the PM mentions the project is over budget 

by 15%. The team discusses options . Agrees to review by the following 

week, when the team will take a vote on their course of action 

• Moderating a conflict – Meeting

– During a weekly status meeting, the PM senses there is conflict between the 

Event Manager and Program Manager. She invites both to a lunch, where 

she asks informally how their work is going and discusses project goals

• Providing a written record – Hard copy

– The PM writes thank you and reference letters for several key volunteers

• Conveying simple information – Email

– The PM is putting together a presentation for the upcoming Association 

Board meeting. She emails a request to the Finance Manager requesting 

the latest registration revenue

• Addressing many people – Web site

– To keep the membership up-to-date on the conference program, the Marketing 

Lead posts regular updates on the Association’s website
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Manage Communications – Tools (cont’d)

• Communication skills
– Formal and informal communication

• Face to face communication is a key tool for project managers

• Two way, quicker and more direct than printed reports

• Project manager must utilize their soft skills; selecting the timing and 
location of communication

– Non-verbal communication

• 58% through body language

• 35% through how words are expressed

• 7% through the content or words that are spoken

– Individuals will: 

• Retain 10% on what they read

• Retain 20% by remembering what they heard

• And 30% if both read and heard 

• Daily Meetings
– Used on Agile projects to ensure effective team communications
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Monitor Communications 

IC-1.5

Process of ensuring the information needs of the project and 

its stakeholders are met

Inputs

1. Project 

management plan

2. Project documents

3. Work 

performance data

4. Enterprise 

environmental 

factors

5. Organizational 

process assets

Tools and 

Techniques
1. Expert judgment

2. Project 

management 

information 

system

3. Data analysis

4. Interpersonal and 

team skills

5. Meetings

Outputs

1. Work performance 

information

2. Change requests

3. Project 

management plan 

updates

4. Project documents 

updates

Adapted from Part I Figure 10-7, A Guide to the Project Management Body of Knowledge (PMBOK® Guide) - Sixth 

Edition, Project Management Institute, Inc., 2017.  Copyright and all rights reserved.  Material from this publication has 

been reproduced with the permission of PMI. Page 353.

10.3
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Monitor Communication – Inputs

• Work performance data

– Information gathered from project team

– Analysis as compared to the performance 

measurement baseline

– Includes: 
• Analysis of past performance

• Current status of risks and issues

• Work completed during the reporting period

• Work to be completed during the next reporting period

• Summary of changes approved in the period

• Results of variance analysis

• Forecasted project completion (including time and cost)
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Monitor Communication – Tools

• Project management information system (PMIS)
– Standard tools for the project manager to capture, 

store, and distribute information to stakeholders 

about the project cost, schedule progress, and 

performance
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Communications – Questions

1. As a manager, you want to praise a team member, Phil, for doing a good job on a 

particular project. However, you know that Phil tends to be an introvert. Which of the 

following communication methods would Phil be most comfortable with? 

a. Call Phil in for a private meeting to compliment his work

b. Call a team meeting to praise Phil for his work on the project

c. Announce Phil’s accomplishment on the company website

d. Have top management and the other teams in the company reward Phil

2.   Lisa is reviewing weekly and monthly work performance data. She compares the work 

that the team was expected to do, to what was actually done plus she is summarizing and 

highlighting key areas of concern for her stakeholders. What type of communication is 

she preparing?

a. Status report

b. Performance report

c. Stakeholder presentation

d. Risk report

3.   One of the advantages of communicating with a collocated project team is ______.

a. seeing body language 

b. having multiple time zones

c. using new meeting technology

d. preparing formal reports

Answers available via 

Interactive Content on Quercus
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Module 11 – Section 2

Manage and Monitor Stakeholder 

Engagement
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Project Stakeholder Management 

IC-1.213
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Manage Stakeholder Engagement

IC-1.6

Process of communicating and working with stakeholders to meet 

their needs and expectations, address issues, and foster 

appropriate stakeholder engagement

Inputs

1. Project management 

plan

2. Project documents

3. Enterprise 

environmental 

factors

4. Organizational 

process assets

Tools and 

Techniques
1. Expert judgment

2. Inspection

3. Communication 

skills

4. Interpersonal and 

team skills

5. Ground rules

6. Meetings

Outputs

1. Change requests

2. Project management 

plan updates

3. Project documents 

updates

Adapted from Part I Figure 13-7, A Guide to the Project Management Body of Knowledge (PMBOK® Guide) – Sixth Edition, 

Project Management Institute, Inc., 2017.  Copyright and all rights reserved.  Material from this publication has been 

reproduced with the permission of PMI. Page  471.

13.3
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Manage Stakeholder Engagement

• Project success is often measured in terms of 
customer/sponsor satisfaction

• Project sponsors often rank scope, time, and cost goals in 
order of importance and provide guidelines on how to 
balance the triple constraint

• Engage stakeholders at relevant stages to gain their 
commitment

• Manage their expectations through negotiation and 
communication

• Address their concerns before they become issues

• Resolve identified issues

• For agile projects, key stakeholders need to be part of the 
agile team attend all daily meetings
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Manage Stakeholder Engagement – Tools

• Communication skills
– Conversations; both formal and informal
– Issue identification and discussion
– Meetings
– Progress reports
– Surveys

• Interpersonal and team skills
– Conflict management
– Cultural awareness
– Negotiation
– Observation/conversation
– Political awareness 

• Ground rules
– As defined by team charter
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Manage Stakeholder Engagement – Outputs

• Project documents updates
– Change log

• Updated with new changes

– Issue log
• Documents any unresolved items

• Often include risks that have materialized

• Notes the date reported, the owner, status and target 

resolution date

• Communicates issues to stakeholders

• Aids in managing issues until they are closed

• Also provides an archive of issues resolved during the 

course of the project for Lessons Learned 
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Issue Log
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Monitor Stakeholder Engagement

IC-1.7

Process of monitoring project stakeholder relationships and tailoring  

strategies for engaging stakeholders through modification of 

engagement strategies and plans

Inputs

1. Project 

management plan

2. Project documents

3. Work performance 

data

4. Enterprise 

environmental 

factors

5. Organizational 

process assets

Tools and 

Techniques
1. Data analysis

2. Decision making

3. Data 

representation

4. Communication 

skills

5. Interpersonal 

and team skills

6. Meetings

Outputs

1. Work performance 

information

2. Change requests

3. Project management 

plan updates

4. Project documents 

updates

Adapted from Part I Figure 13-9, A Guide to the Project Management Body of Knowledge (PMBOK® Guide) – Sixth Edition, 

Project Management Institute, Inc., 2017.  Copyright and all rights reserved.  Material from this publication has been 

reproduced with the permission of PMI. Page 477.

13.4
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Monitor Stakeholder Engagement – Tools

• Interpersonal and team skills
– Engagement involves a dialogue in which people seek 

understanding and solutions to issues of mutual concern 

on the project

– This involves monitoring overall stakeholder relationships 

and adjusting strategies and plans for engaging these 

stakeholders throughout the project

– Active listening: used to reduce misunderstanding

– Cultural awareness: sensitivity for differences

– Political awareness: understand strategies of 

organization, who wields power and influence
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Monitor Stakeholders Engagement – Tools 

(cont’d)

• Meetings
– Key stakeholders should be invited to participate in a 

kick-off meeting 

– The project manager should emphasize that an ongoing 

dialogue is expected throughout the project, by whatever 

means of communication the stakeholders prefer (i.e. 

email, meetings, voicemail)

– The project manager should also meet with important 

stakeholders on a regular basis throughout the project

– The project schedule should include activities and 

deliverables related to stakeholder engagement, (i.e. 

surveys, reviews, demonstrations, and sign-offs) which 

can be discussed at these meetings
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Stakeholders – Questions

1. The ___________ tracks unknown risks that have occurred.

a. change request log

b. risk register

c. issue log

d. stakeholder register

2. Of the following soft skills, which is the most important in managing 

stakeholder engagement to ensure project success?  

a. Listening

b. Negotiation

c. Presentation

d. Conflict management

3. Engaging stakeholders should be done __________.

a. at the start of the project

b. throughout the project

c. only as required

d. when requested by the sponsor
Answers available via 

Interactive Content on Quercus
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Module 11 – Section 3

Closing a Project or Phase
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Project Integration – Close Project

IC-1.24
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Close Project or Phase

IC-1.8
Process of finalizing all activities for the project, phase, 

or contract

Outputs

1. Project 

documents 

updates

2. Final product, 

service, or result 

transition

3. Final report

4. Organizational 

process assets 

updates

Inputs

1. Project charter

2. Project management 

plan

3. Project documents

4. Accepted 

deliverables

5. Business documents

6. Agreements

7. Procurement 

documentation

8. Organizational 

process assets

Tools and 

Techniques
1. Expert judgment

2. Data analysis

3. Meetings

Adapted from Part I Figure 4-14, A Guide to the Project Management Body of Knowledge (PMBOK® Guide) – Sixth Edition, 

Project Management Institute, Inc., 2017.  Copyright and all rights reserved.  Material from this publication has been 

reproduced with the permission of PMI. Page  120.

4.7
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Close Project or Phase

• Projects may be closed or terminated four ways

– Integration

– Addition

– Extinction

– Starvation
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Close Project or Phase (cont’d)

• Integration
– Project is closed and product and services are integrated into 

operations

– Require a final sign off on deliverables

– Usually have a project satisfaction survey completed 

– Requires a transition plan for operations teams

– Requires a transition plan for project staff

• Addition
– Project creates a new product of service that results in a new unit, 

department, company

– Require a final sign off on deliverables

– Usually have a project satisfaction survey completed

– Requires a transition plan for operations teams

– Some of the project team may move into this new unit
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Close Project or Phase (cont’d)

IC-2.1

• Extinction 
– May be stopped due change in organizational and strategic plans 

(i.e. mergers/acquisitions)

– Requires a transition plan for project staff

– Also still require a final report, an audit, updates to archives, update 
to project plans and lessons learned documentation

• Starvation
– May have budget and/or staff allocations reduced

– Sometimes referred to as withdrawal of support

– May be a result of missing deadlines, lack of progress or shifting 
organization and strategic plans

– Requires a transition plan for project staff

– Also still require a final report, an audit, updates to archives updates 
to project plans and lessons learned documentation
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Close Project or Phase – Outputs

• Project documents updates

– Ensure all documents are up-to-date and all issues 

are resolved

– Ensure all costs are charged to the project

– Close all project accounts

– Release resources

• Final product, service, or result transition

– Confirm delivery and formal acceptance of 

deliverables 
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Close Project or Phase – Outputs (cont’d)

• Final report

– High level summary on:

• Scope of activities and the criteria used to evaluate the scope

• Schedule objectives 

• Cost objectives and final cost

• Quality objectives

• Success metrics

• Summary of how the product, service or result achieved the business 

needs

• Transition report and residual risks
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Close Project or Phase – Outputs (cont’d)

• Organizational process asset updates

– Lessons learned register

• Most organizations have templates 

• Most require these documents be done within a 
specific time frame after the project ends

• Very basic reports include three statements; what did 
we do right, what could we have done better, and 
what did we do wrong 

• Some involve survey stakeholders for feedback

• Others review each of the subsidiary areas of the 
project plan (i.e. what well did the project track to 
scope, cost, schedule etc.) 

• Provide an archive for referencing on future projects
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Closure Activities

Integration Addition Extinction Starvation

Final Report    

Sign off  

Satisfaction Survey  

Audits    

Updated Archives    

Project Updates    

Transition - team    

Transition – product  

Lessons Learned    

Staff recognition  



45

Close Project – Questions

1. Answering questions such as, “What will you do differently on the next project 

based on your experience working on this project?” is part of a __________.

a. Lessons learned register

b. customer acceptance/project completion form

c. written notice of contract closure

d. transition plan

2. As part of project closing, it is important to plan for and execute a smooth 

___________________ of the project into normal operations of the company.

a. takeover

b. transition 

c. turnover 

d. close-out

3. Most people prefer a face-to-face close out meeting to enhance ___________.

a. knowledge transfer 

b. cost savings 

c. time savings 

d. collaboration
Answers available via 

Interactive Content on Quercus
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Module 11 – Section 4

Review and Next Module
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Learning Outcomes for this Module

1. Describe the use of Project Reports in project 

communication

2. Understand the importance of engaging and 

monitoring Stakeholders

3. Identify Project Closure activities
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• Communications

– Manage Communications

– Monitor Communications

• Stakeholder Engagement

– Manage Stakeholder Engagement

– Monitor Stakeholder Engagement

• Closing - Integration

– Close Project or Phase

Module 11 – Review
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• Final Exam

• PMP® Exam Overview, Optional Webinar

Next Module
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• Group Project

– Assignment 7: Quality Management Plan due

• Confidence Quiz #6 coming up

– Covers modules 11 and review Modules 1 to 11

• Final Exam

– Online

– 80 questions in 2 hours

Assessments
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Any questions?
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Thank you for choosing the University of Toronto 

School of Continuing Studies

Thank You
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Join the conversation with us online:

facebook.com/uoftscs

@uoftscs

linkedin.com/company/university-of-toronto-school-of-continuing-studies

@uoftscs

Follow us on social


