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[bookmark: _Toc132328467]Executive Summary
An executive summary is the concise overview of a proposal or report that contains the key information based on which stakeholders and decision-makers can get an idea of the whole report.  
The report is based on a company that has over 1000 staff in the organization, and I am a management trainee of this company allowed me to work on the change management program of this company. The firm wants to reduce the staff movement during lunch and reduce the congestion in the local area. And it also wants to promote that the company cares for the quality of life, nutritious foods, and so on.
Based on these issues, a project is developed where the company is going to implement onsite catering facilities so that these objectives can be achieved. At the first in the report, there given an outline of the project, and found that this project is worth implementing. Moreover, in the part of stakeholder analysis, there found that stakeholders want the project to be implemented. The full project is divided into manageable tasks, which is shown in the work breakdown structure. The cost estimation part shows that this project will cost £228,000 and other considerations will come in to implement the project. In the Gantt Chart, there shows six months are needed to implement the project. And finally, there shown some risk associated with the project like food safety concerns, and equipment failure, the solution of which is also provided.
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[bookmark: _Toc132328468]Introduction
This report discusses and analyses the issues regarding the Onsite catering project. At first, there outlines the project, why this project is needed, how it will help the firm in the long run and so on. And then there conducted a stakeholders’ analysis, where we saw the consent and interest of the stakeholders. How stakeholders like employees, shareholders, management, government, local authority response to the implementation of the projects. And then there is given a work background structure, divided the project into manageable tasks. After that, there estimated the project implementation cost, and which resources are needed to implement the project. And then there is given a Gantt chart that displays the project timeline. And finally, what possible risks may arise, and how to tackle the risks are described in the risk assessment part. 
















[bookmark: _Toc132328469]Project Outline
In response to staff movement during lunch break, and promoting a healthy lifestyle, the project “Onsite Catering Project” is undertaken. In the mode of Offsite catering state, it is found to be unhealthy for the employees, who are a great asset to the company. Moreover, this is causing congesting issues in the local area. Considering this, the undertaken project will solve the issues of staff movement, and also promote that the company cares for the employee’s health and nutrition, simple the healthy lifestyle of employees and workers of the company. It is estimated that the project will be implemented within the next six months, and the catering service for the workers and employees will be in operation within the next two months after the completion of the project. 

[bookmark: _Toc132328470]Stakeholders’ Analysis
Stakeholders are those people who are impacted by the decisions organization makes(Joos, 2016). In our company, the stakeholders are customers, employees, workers, managers, governments, suppliers, shareholders, local communities, etc.
Employees: They are the main stakeholders of the company (Joos, 2016). This onsite catering project will directly benefit them and make them nutrients, healthy, and provide a quality life. Therefore, it can be said that this project will highly benefit them, and also make the company a place to work.
Customers: In this project, customers will not be that impacted, at least not in the short run (Lawrence and Weber, 2017). They may become benefitted in the long run. When employees are healthy, and lead a good lifestyle, the company will not have to spend money on their medical fees, which will reduce the cost of the firm. This ultimately also reduces the cost imposes on the customers.
Shareholders: Shareholders of the company are a crucial factor for the company (Joos, 2016). This project will cost a lot, which will lower the profit of the firm, but ultimately it will increase the profit and benefit the shareholders. As mentioned earlier, the worker and employees get healthy and nutritious food, this will reduce illness, increase the value of the firm, etc. And for this reason, shareholders also agree and want the project to be implanted.
Supplier: The supplier of the catering food is a crucial partner of the projects. Their activities will influence the project’s success(Lawrence and Weber, 2017). 
Local communities: The catering project will increase the traffic in this area, which may make them concerned about the local traffic caused by implementing the project.
Government: Government regulates the operation of the business and is a crucial stakeholder in the business, providing tax incentives, etc. The government’s response to the project is favorable to the firm (Lawrence and Weber, 2017). 
Investors: Implementing an onsite catering project indicate that the company can foresee the future, and have broader thoughts(Phillips and R  Edward Freeman, 2011). Moreover, this project will create a positive impression on the public and will create value for the firm. Hence, Investors would likely be more interested in further investment. 

















[bookmark: _Toc132328471]Work Break-down Structure
A project is the combined actions of many people, with many issues. When a big work is divided into smaller pieces, make it more manageable, then it is called work breakdown structure (Project Management Institute, 2021). In this project, it is the process of implementing the project smoothly. 

[image: ]
Initiation: This stage involves in defining the objectives of the projects, initial requirements, stakeholders’ benefits, etc. The Onsite catering project aimed to reduce staff movement, reduce absenteeism, and reduce congestion in the local area. Stakeholders such as management, employees, workers, and catering suppliers are involved in this project. The project will be completed within six months, and operation will start within three months after the completion of the project.
Planning: Planning outlines what will be done on the project or any business (Project Management Institute, 2021). At this stage, the plan of the project is developed, which covers the scope, schedule, required funds, and resources for the project. The plan of the onsite catering project includes a detailed work breakdown structure that divides the whole project into small pieces, and manageable tasks and subtasks. The cost-benefit analysis gives an insight into the financial cost of the project which includes the cost of providing onsite catering facilities, and probable savings from reduced staff absenteeism. Risk management found out the potential risk, and there developed strategies to mitigate them. Moreover, a Gant chart or project schedule will give a visual representation of the timeline and milestones of the project.
Project Execution: At this stage, the whole plan comes into action. Our project team ensures the procurement process for the required resources which includes the supplies, and equipment and begins executing the health and wellness program. The team of this project will manage all the daily operations which involve managing resources, monitoring progress, and the quality of standards of the food and environment. 
Control: For monitoring and controlling the project, there will be a team dedicated to completing all the actions smoothly. They will take on different tasks, and tactics when needed for the operation of the project.
Project Closure: The project will be closed out in this stage, which involves authenticating that all the deliverables have been completed and reach the requirement. 

[bookmark: _Toc132328472]Cost Estimation
Estimating the cost in the project is a crucial part of project management as it define the fund requirement and budgets. The followings are the estimated cost for the project:
· Site preparation- £6,000
· Catering Facilities Design and Construction- £62,000
· Equipment Procurement - £36,000
· Recruiting staff and training- £22,000
· Food preparation and menu planning- £13,000
· Quality control and assurance- £65,000
· Launce and operation- £24,000
The total cost of the project: £228,000
[bookmark: _Toc132328473]Resource Consideration
· Project manager- 1 full-time equivalent for six months
· Site Manager - 1 FTE for three months
· Staff Recruitment Officer - 1 FTE for one month
· Catering Facilities Designer - 1 FTE for one month
· Head Chef - 1 FTE 
· Equipment Procurement Officer - 1 FTE for one month
· Operation manager- 1 FTE
· Quality control officer- 1 FTE
The above two spart are the cost estimation and resource consideration of the project, which reflects how much funds will be required and how they will cost. Moreover, what resources are needed to implement the project are also mentioned above. 
In the cost estimation part, it displays the possible ways to spend the money on the project, and what amount of money will be used on what section (Ekung, Lashinde and Adu, 2021). This data gives an overall idea of the estimated cost of the project. This is not the actual cost of the project, it is estimated, hence the amount of money mentioned may change over time. Either it can increase over time, or may also decrease. There is always some deviation, but it is expected that the changes will not be that much significant.
In the cost estimation part, what the money showing is for the implanting and run the project. After spending that amount of money, the company will be able to start the project. And after that, there will be regular maintenance costs. 
Resource consideration means what resources need to be considered to implement the project, here we can see the project manager, site manager, staff recruitment officer, catering facilities designer, and head chef. The equipment procurement officer, quality control officer, and operation manager will be the top most consideration to implement the project. Without the consideration of these factors, our firm cannot achieve the goal of implementing this. 










[bookmark: _Toc132328474]Gantt Chart
	Task
	Start Date
	End Date
	Duration (Days)

	Initiating
	01-01-23
	05-01-23
	5

	Planning
	06-01-23
	26-01-23
	21

	- Stakeholder analysis
	06-01-23
	10-01-23
	5

	- Resource identification
	11-01-23
	17-01-23
	7

	- Budget estimation
	18-01-23
	21-01-23
	4

	- Work breakdown structure (WBS)
	22-01-23
	26-01-23
	5

	Executing
	27-01-23
	26-04-23
	90

	- Site preparation
	27-01-23
	07-02-23
	12

	- Construction of catering facility
	08-02-23
	31-03-23
	40

	- Installation of equipment
	01-04-23
	10-04-23
	10

	- Testing and commissioning
	11-04-23
	26-04-23
	16

	Controlling
	27-04-23
	31-05-23
	35

	- Progress monitoring
	27-04-23
	17-05-23
	15

	- Quality control
	18-05-23
	24-05-23
	7

	- Change management
	25-05-23
	31-05-23
	5

	Close Out
	01-06-23
	30-06-23
	30

	- Final acceptance
	01-06-23
	14-06-23
	14

	- Documentation and handover
	15-06-23
	24-06-23
	10

	- Project review and evaluation
	25-06-23
	30-06-23
	6



A Gantt chart is one of the most popular management tools that are used in the project to visually represent the project’s schedule. This tool was developed by Henry Gantt at the beginning of the 20th century (Ong, Wang and Zainon, 2016).
The Gantt chart displays the start and end date of every task of the project. The higher lengths of the chart mean the duration of each task. This helps in monitoring the progress of the project smoothly and ensures that the project is on the right track (Li and Zhang, 2012). With the help of this chart, it can be identified the delays in the project.  The above table is the possible time frame of the onsite catering project and the Gantt chart in below displays it.

Chart: Gantt chart of Onsite catering project 









[bookmark: _Toc132328475]Risk assessment 
Risk management is the process of identifying, evaluating, and mitigating risks that may affect the accomplishment of a particular project. The main objective of risk management is to reduce the potential risk that may arise while running a project or business by identifying and taking proper actions against them before they occur (Marquette University, 2019). 
Risk management considers the following steps:
· Risk Identification: At this stage, there is found which risk may arise in the project or business. 
· Risk assessment: At this stage, it is evaluated how much probability of this risk occurring in the organization.
· Risk Prioritization: All risks impact are not heavy, here prioritize the risk that may hit hard.
· Risk mitigation: Develop the right strategy to eradicate or reduce the risk of occurring this.
· Risk monitoring: Monitor whether they are working properly in reducing the risk or not (Fraser and Simkins, 2010).
In this onsite catering project, we found the following possible risk and also provided solutions:
· Food safety concern: Food is a septic element, and is critical for onsite catering. There are potential risks that food may make sick people if they are not prepared, preserved, and served properly. For this reason, employees should be trained properly so that they can perform their duty properly.
· Equipment Failure: Failure of equipment can cause harm to people, and affect the quality of the foods. That is why, there need to ensure backup equipment, so that if failure one cannot raise any risk.
· Supply chain disruption: It is highly likely that the supply chain may disrupt such as ingredient shortages, and availability of good quality food. For this reason, the team should have set a contingency plan, and find out an alternative source of supply to reduce the risk. 
· Budget overruns: There is a preset limit of the budget which is allocated for running the project. For this project, it is estimated that there will be needed £650,000 to £750,000. And based on this, the onsite catering project will be run. For the high price or extra expense, there may budget be finished. Which may lead to the closing the facilities. For this reason, firms should be aware of spending money, monitor budgets, and stay with this (Shiring, 2013).  
[bookmark: _Toc132328476]Conclusion and recommendation
This project seems to be costly, and not needed. But if analyze this to a great extent, it will be seeming like more worthy. By running this project, our firm will be able to reduce the staff movement during lunch. Employees work in a bounded time, hence the time the staff and workers give is valuable for the firm. Therefore, saving staff movement will shift to actual work of employees. Moreover, by doing these activities, the firm will promote health consciousness to its employees, workers, hence it will add some emotion and love of the staff with company. But the company should also be cautious in spending money wisely, not cause over expense. To sum up, despite have some issues, the firm will be benefited in the long-term. 
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PowerPoint Presentation 
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With the consisting of over 1000 employees, the organization is facing some issues regarding reducing staff movement during the lunch break. We want to go through a change management, and I am supposed to conduct the project ensuring completed the objectives of the company. In this presentation, there will be given an idea of the feasibility of the project and the expected challenges that may arise while doing the project. This presentation gives an outline of the project, its items, scope, timeline, location, given stakeholder analysis, work breakdown structure, project success criteria, project deliverables, risk assessment, and so on.
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Under this project, there employees and workers will be given pizzas, Burger, Sandwiches (Hot and cold for vegetarians and non-vegetarians), Wrap and rolls with varieties of fillings, Fruit salad or fresh fruit platter, Grilled Chicken, Baked goods like cookies, soft drinks, etc. 
Onsite catering service will be available in the central area of the office and factory. It is estimated that this project will cost between £650,000 and £750,000 (£2.50-£3 per day for each employee). Everyone will not eat everything, there will be given varieties of foods and drinks, and whoever wants to eat will be able to eat.
[image: Diagram, table

Description automatically generated]
Stakeholders are simply those, who are affected by the decision company make. In this sense, employees, customers, shareholders, suppliers, the local community, and the government are the stakeholders of the company (Lawrence and Weber, 2017). 
Employees who work at offices, and workers who work at factories are stakeholders of the company. They are affected by the company’s decisions. If the project is implemented, they will be happier. Most of the employees and workers desired this project to open. 
Shareholders are also stakeholders of company when the company performs good, they can make profit from here. So, the company’s decisions highly affect them.  Most of the stakeholders want to this project to implement, as it will increase the goodwill and value of the firm.
Like the above, suppliers, and governments want this. Because ultimately it will bring a better image of the company and good health of people. When good will increases, suppliers will have more trust and respect to the company (Zahidah and Sitio, 2022). 
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At this stage, we found some issues to implement the project. Moreover, we found some benefits for implementing the project. At the initiation stage, here projects are initiated, why it is needed, how it will be implemented, etc. For implementing the project, we need to develop a resource plan on how we can implement this (Amohamed, 2015). Here, we consider the stakeholder’s interest, how it can impact, approval and filling, etc. 
At the planning stage, how things are going to be implemented is described, and made the map for the whole project is, here, stakeholders are the main target for the project, and their satisfaction is the main issue.
Execution of the plan means implementing the plan and taking proper actions to run the project. Simply, plans come into action in this stage. 
Projects cannot operate themselves; it needs to be done and operated by other. Here, tasks defined, developed team, and decide tactics to maintain it properly, so that no interruptions occur in the project (Tinnirello, 2021). 
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Every project has a motive for implementation, it does not implement not for nothing. That motive drive is the solution to the implementation of the project. In this project, we have found several motives, achieving this mean to the success of the project. The success of the project is depending on the three criteria of the project (Cooney, 2020). The first one is to reduce staff movement during lunch. It wastes a lot of time for the company. Secondly, it will promote healthy habits of eating. Employees and workers will be satisfied, ensure happiness, reduce absenteeism, etc. will also be achieved. 
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The catering menu is considered to be the primary deliverable of the project. It is designed based on the needs and preferences of factory workers and office employees. The menu included items that are nutritious and sometimes cost-efficient as well. 
To serve the cater, there also needed staff, for example, cleaners, servers, catering staff, and so on. They will provide them as per requirement and for the satisfaction of the employees and workers. Moreover, types of equipment like a utensil, ovens, refrigerators, etc. are also needed to perform the projects, and that would be good quality.  
 Food ingredients, plates, cups, cleaning supplies, etc. should be sufficient, which needs to be ensured. To sum up, the above-mentioned deliverables will be needed to run the project.

[image: Diagram

Description automatically generated]
[image: Graphical user interface, text, application

Description automatically generated]
This project will cost a lot for the company, but from the over consideration and analysis, It can be concluded that by implementing the project our firm will be able to save more time by reducing movement during lunch break, ensuring employees and workers healthy habit of eating, and finally the satisfaction of employees. 
In the previous slide, there discussed what risks may arise in this project, for this reason, here are some recommendations:
· Staff to be properly trained.
· Equipment should be of good quality.
· Ensure the supply chain of goods.
· Sufficient resources are available.
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Introduction

This presentation will give an overview of the “project management plan for
Onsite catering”. On this presentation, there outlines the project, and its
scope, then conduct stakeholder analysis, work breakdown structure, project
success criteria, project deliverables, risk assessment and so on.
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Conclusion and Recommendation

This project will cost a lot for the company, but from the over consideration
and analysis, It can be concluded that by implementing the project our firm
will be able to save more time by reducing movement during lunch break,
ensuring employees and workers healthy habit of eating, and finally the
satisfaction of employees.
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