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Introduction 
According to Bain, by 2027, the majority of work will be project-based (Allen, Root and Schwedel,2017). A growing appreciation for the beneficial impact that excellent project management can have on a company may be seen in this greater focus on the importance of project managers.
Effective project management is now being recognised as a key factor in producing greater results and happier employees. It's important to note that these aren't just a byproduct of the project, but rather a result of successful project management practises.
The current report is about Sorted Ltd, which is considering relocating its headquarters from Worthing to London in order to boost production and efficiency, and to provide better work environment with bigger office space for its employees.In light with the given scenario this report will consider a project plan based on the recent changes in the workplace related to Covid 19.  The report will include the project's title, context, purpose, objectives, scope, deliverables, restrictions, and assumptions. Additionally, the business case and risk analysis will be presented, as well as the roles and duties of the personnel and Project Manager. Project management and quality control will be incorporated, as well as milestones. The Autor will create a Gantt chart and a project management strategy. As a result, the project's goals will be met.

Section 1 Project Management Tools and Techniques
1.1 Project Management 
According to the Project Management Institute(2021) the project is "a transitory endeavor having a specified beginning and finish, undertaken to accomplish certain aims and objectives" . A project's basic characteristics are that it is creative, time-bound, and resource-constrained. In contrast to regular planning, project tasks are frequently utilised to prepare for future routine activities.
Project management is defined as "the process of applying information, skills, tools, and procedures to project activities in order to achieve the project's objectives." (Project Management Institute, 2021). Its immediate objective is to ensure the project's success. Due to the complexity and unpredictability of future events, this management method is typically associated with risk management in practise. In this sense, the project manager, as the liaison between the project board (project sponsor) and the project team, frequently controls the project's risks. (Demarco,1997) That is, the project manager should be capable of identifying prospective risks or resistance in advance, communicating them , and putting in place mechanisms that will enable  respond when such risks or resistance materialise . Additionally, project managers are increasingly confronted with a high level of social skills.
1.2 Gant Chart
Gantt Diagrams
This is a visual representation of the project's execution operations as a time-scaled bar line. Burke (2017) describes it as a scheduling tool in which the duration of each activity is represented by a horizontal bar with a length proportionate to the planned activity's duration. A Gantt chart is a simple yet effective software that combines time, resource, and cost analysis into a single spreadsheet. The project manager may monitor up to eight jobs in a row using the Gantt chart, and can further analyse costs and resources using a number of reports. With the recent addition of Microsoft-Excel, the Gantt chart is quite useful for project planners. The benefits of the Gantt chart are numerous and include the ability to display activities, the project's time scale, the start and end dates of tasks or activities, real activity progress, milestones, task interdependence, and clearly stated resource needs for tasks.

1.3 Work Brake Down Structure 
According to Gray and Larson (2017), the Work Breakdown Structure (WBS) is a hierarchical system for breaking down a project's work into smaller pieces. The work breakdown structure (WBS) organises the work into manageable work packages and checklists that make it simpler to manage, plan, control, and assign particular tasks to specific employees. It aims to arrange comparable jobs together in order to maximise productivity and resource use. Cost-centre costing is more successful when WBSs are used since they allow for maximum attention on specific project components. Burke (2017) refers to the work breakdown structure as the project's backbone. The WBS's primary components are its structure, subdivision techniques, and numbering or coding system. The WBS's objective is to break down the scope of the project into achievable work packages; this is not an easy chore that many inexperienced project managers want to avoid. The work breakdown structure (WBS) is a collection of work packages that include tasks and checklists. The WBS is best characterised as the project's road map (Gray & Larson, 2017), ensuring that all work components are specified. It assists in integrating the project with the rest of the organisation and thereby establishes a foundation for control. It is essentially the deliverables beginning with the project, which is organised into work packages and sub-deliverables indicating work progress, cost centres, and responsibilities. The project is a consolidated final activity composed of work breakdown structures that represent the aggregate of work packages. The work package might be organised hierarchically to emphasise the structure and decomposition of the task.

1.4 Critical Path Method 
The critical route of a project is the path that defines the length of time required to complete the project from start to finish by traversing the project network. Cai, Sha and Wong(2007) describe it as the expected time of a project whose period equals the length of the longest path traversed by the project network. If there are many such "longest pathways" of similar value, they are all crucial for the project. This methodology is used to determine the length of a project, as the critical path method (CPM). According to Hillier (2021), the crucial path is one of the paths across a project network that follows the arcs connecting the START and FINISH nodes. A project network is made up of tasks that must be performed in a specific order, as shown by the usage of arrows to nodes.


Section 2 Project Management Plan for an office relocation of Sorted LTD 

2.1 Project outline 
2.1.1 Project Title 
“Office relocation of Sorted Ltd from Worthing to London in the UK”
2.1.2 Background 
The location is critical to the company's ability to sell its goods. Numerous expenses are invested to keep office buildings in the finest condition possible. It can be seen that when a shop or warehouse is located close to a distribution centre, transportation and logistics costs are reduced significantly. Sorted Ltd, a small and medium-sized retailer and wholesaler in the United Kingdom, is intending to relocate from Worthing to London in order to enhance its services, cut transportation costs, and more efficiently ensure timely delivery of items to ultimate consumers. It is critical that because London is a large industrial city, focusing on office relocation in the city will undoubtedly result in improved outcomes for not only clients, but also staff who will be able to execute their responsibilities more easily.
2.1.3 Purpose 
The primary objective of this project is to provide items to clients quickly by devoting less time and cutting costs. This will benefit Sorted Ltd since service and quick delivery of items across stores will be hastened, ensuring the best potential outcome. It is necessary to relocate the office in order to increase total delivery times and service levels while gradually lowering transportation costs from the point of production to the point of ultimate consumption.
2.1.4 Objectives 
· To improve customer service in order to boost customer happiness.
· To conclude with the optimal office space in terms of budget and brand reputation. 
· To move IT and provide the proper cable infrastructure in the new office location for smooth communication
· To keep a close eye on the workforce team and their issues during the migration process
· To minimize transportation expenses associated with the transit of products between warehouses and wholesalers
2.1.5 Project Scope
For this project, the manager must plan and transfer the office from Worthing to London in order to improve service. To achieve a seamless transition from one location to another and to a new office, thorough preparation is essential (Kerzner ,2017). The new office space should be painted, well-furnished, and carpeted to facilitate the relocation of Sorted Ltd. It will assist in delivering the project on time to stakeholders and ensuring that project objectives are reached on time.

2.1.6 Deliverables 
Project will maximise opportunities and advantages for the firm. The primary objective of this project is to transfer Sorted Ltd current office from Worthing  to London, hence increasing efficiency. To do this, precise timetables and plans must be created prior to the actual physical relocation of the workplace . Appropriate and necessary fees must also be paid, such as those associated with office relocation, painting, and carpet installation. Additionally, risks shall be defined and effectively communicated to the employees. As a result, the job will be completed effectively.
[bookmark: _Hlk92649134]2.1.7 Constraints
The project will be finished on schedule, with deliverables to the firm. However, some obstacles significantly impair the entire project's delivery. Constraints associated with transferring or relocating the office include project schedule and timing concerns, as well as executing the project according to the project plan. Additionally, contractor dependability is another impediment to project completion. Finally, relocation expenditures, such as required moving goods and accommodation, are included. Thus, these are a few of the limitations that will apply to this project.
2.1.8 Assumptions
The aim and allocation of resources are accomplished successfully. In respect to this, and in accordance with the project's timing and schedule, human and financial resources will be made available to avoid interruptions and ensure the project's successful completion. The majority of work will be performed and managed in-house, however external consulting may be considered to get expertise benefits. On the other side, suppliers will manage office supplies, lodgings, and all interior construction, and it is believed that all such demands and supplies from providers will be made accessible without excessive delay. Additionally, office chairs are requested, with the assumption that resources will be given. Finally, insurance coverage will be supplied on an existing basis. Thus, it is essentially believed that criteria will be met on time and that no delays would occur that might jeopardise the project's completion within the specified time frame.

2.2 Work Breakdown Structure
The WBS of the project is arranged in the form of hierarchy chart with 9 main points of the project and different tasks related to each of the project stages. 

2.3 Budget Plan/Cost sheet 
	                                                    
                                             Article
	             
            Cost(£)

	Interior designer plan fee 
	500

	Construction materials 
	3,000

	Construction company fees
	5,000 

	Desks 
	500

	Chairs
	400

	Sofas 
	2,000 

	Kitchen Appliances 
	1,000

	Cabling and network 
	300

	Decoration 
	200

	Removal company fee
	500

	Cleaning current office
	250

	Cleaning new office (after builders clean)
	300

	New business cards
	200

	New promotional printings 
	300

	Legal fees
	300

	Insurance 
	200

	Employee overtime expenses related to the project 
	1500

	
	Total : 16,450








2.4 Project duration and Gantt Chart 

	                            TASK 
	Duration 
	Start 
	Finish 

	Management of the Project
	Plan
	Budget
	Schedule
	Managing purchases
	Specifying needs
	New office location
	Employee plan
	Identifying obsticles
Selection of location
	Contract
	Agreement on site access for new location
	Notifying current Estate agents
New office design
	Construction plans
	Interior design
	Computer network plan
	Cabling
	Electricity
Layout and Construction
	Permision to build
	Selection of construction company 
	Contract
	Utilities
Internet and Phone network
	Chosing providers
	Contract
Furnitures
	Selection of suppliers
	Contract
Current office 
	Packing 
	Moving to new location
New office 
	After building clean
	Unpacking
	Setting up computers
Marketing 
	Change of location on web site
	New business cards
	Informing customers
	14 days          
2 days
1 day    
1 day 
1 day 
1 day 
1 day
1 day 
1 day 
4 days 
1 day 
2 days
1 day
15 days 
2 days 
1 day
1 day
2 days
2 days
15 days
7 days
2 days
1 day
2 days
5 days
1 day 
1 day
4 days
2 days
1 day
3 days 
2 days
1 day
4 days
1 day
1 day
1 day
5 days
1 day
2 days
2 days
	Mon 10/01/22
Mon 10/01/22
Wed 12/01/22
Thu 13/01/22
Mon 17/01/22
Wed 19/01/22
Thu 20/01/22
Fri 21/01/22
Mon 24/01/22
Tue 25/01/22
Tue 25/01/22
Wed 26/01/22
Fri 27/01/22
Fri 21/01/22
Mon 24/01/22
Mon 24/01/22
Wed 26/01/22
Thu 27/01/22
Mon 31/01/22
Mon 24/01/22
Tue 25/01/22
Mon 24/01/22
Wed26/01/22
Thu 27/01/22
Wed 09/02/22
Wed 09/02/22
Thu 10/02/22
Mon 14/02/22
Mon 14/02/22
Wed 16/02/22
Mon 21/02/22
Mon 21/02/22
Thu 24/02/22
Tue 22/02/22
Wed 23/02/22
Thu 24/02/22
Fri 25/02/22
Mon 21/02/22
Mon 21/02/22
Tue 22/02/22
Wed 23/02/22
	Mon 14/01/22
Wed 12/01/22
Thu 13/01/22
Fri 14/01/22
Tue 18/01/22
Thu 20/01/22
Fri 21/01/22
Mon 24/01/22
Mon 24/01/22
Fri 28/01/22
Wed 26/0/22
Fri 27/01/22
Fri 27/021/22
Sat 05/02/22
Tue 25/01/22
Tue25/01/22
Thu 27/01/22
Fri 28/01/22
Wed 02/02/22
Tue 08/02/22
Mon 31/01/22
Wed 26/01/22
Thu 27/01/22
Fri 28/01/22
Mon 13/02/22
Thu 10/02/22
Fri 11/02/22
Fri 18/02/22
Wed 16/02/22
Thu 17/02/22
Thu 24/02/22
Wed 23/02/22
Thu 24/02/22
Fri 25/02/22
Wed 23/02/22
Fri 25/02/22
Fri 25/02/22
Fri 25/02/22
Tue 22/02/22
Wed 23/02/22
Fri 25/02/22





2.4.1 Gant Chart
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2.5 Risk assessment 

2.5.1 Identifying the risk 
· Moving workspace requires more time than expected to relocate the equipment
· Working with contractors takes longer than anticipated.

2.5.2 Preventing the risk 
· Eliminating time delays by meeting with removals company.
· Contractors should be made aware of the timetable.
2.5.3 Managing the risk 
· Making a strategy plan and sticking to it.
· Scheduled actions should be carried out in accordance with the plan
2.5.4 Monitoring the risk 
· Detecting and analyzing any potential deviations within 3 days
· Keeping an eye out for discrepancies every other day.

Conclusion 

 It is hard to overstate the critical nature of project management in businesses. When done correctly, it increases the overall efficiency of the business. Rather of being disturbed by non-essential tasks or budget overruns, the team may focus only on the critical task at hand.
Within the given time frame, the project's deliverables need to be completed. According to the project , Sorted Ltd. plans to relocate its Worthing office to London, a move that will take 35 days to complete. As a result, the corporation may reap the benefits in an efficient way, while transportation costs are lowered with simplicity and customers receive their items more quickly. As a result, the office relocation will go as planned, according to the Gantt chart.
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Human and financial resources will be made available in accordance with the project's timing and schedule in order to minimise interruptions and ensure successful completion of the project. The majority of the work will be completed and managed internally, however external assistance may be considered if there are knowledge benefits to be gained. It is believed that suppliers will be able to provide all of these needs and materials without any extra delays in order to complete the project on schedule. Additionally, it is believed that resources would be available for office chairs.. In this way, it is anticipated that the project will be completed on time and that there will be no delays that may jeopardise its completion. Because it is impossible to execute a project on schedule without adequate financial resources, the cost of the project is critical to its success. To successfully complete a project, a variety of expenses must be incurred. It will also be finished in 35 days. The amount of 16,450 pounds is a total of all of the expenses involved.
[image: ]
The Managment plan of the project have defined all processes of completing in time and within financial scope the desired project. With the use of the Work Breakdown structure and the created Gantt Chart , the Project Manager will be able to allocate the employee and financial resource, as well as monitor  each task within.
The hiring of construction Contractors is the first major step in the process, which begins with the notification of personnel. The second task is to complete the new offices IT wiring and cabling. It provides employees with a technological advantage when they move into a new workplace. As soon as painting and carpeting are finished, the moving process may begin. In the fourth milestone, the full office move is completed, which c
[image: ]

The risk assessment of the project identified some potential barriers of achieving the project goals in timely manner. The first risk is related to the equipment move from the current office. As the organization will hire a removal company, there might be significant delays on the schedule. The other risk is associated with the construction company who will work on the premises renovation, as they might also have delays in the agreed timings. In order to prevent the risk of delays, the Project Manager will arrange a face-to-face meeting with the suppliers and will inform them about the timeframe for each task. To manage and monitor the risk ,  each task will be included in the strategy and any potential deviation should be analyzed within  days of detection. 
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As a result of the relocation , several advantages will be realised for the company. Sorted Ltd's move to a new administration office near the  manufacturing facility will save the company money in the long run because it will cut down on transportation costs, allowing the company to deliver products to retailers and wholesalers more quickly, thus allowing customers to be satisfied more quickly. Moving to a new site can increase the number of workers available and improve productivity of the employees, who will feel more confident and will be able to maintain some social distancing. The company's brand reputation may be improved from its new office location in London by organising and supporting beneficial events for employees, potential customers, and other stakeholders to attend. As a company's relationship with its customers deepens, the network's reach with them may be expanded in a way that increases sales and profits. 



[image: ]
The office relocation project of the organization has a numerous benefits not only for the company, but also for the employees. The new office will be close to the company manufacture building and will be big enough, so that everyone can feel confident that they can  keep some distancing. For the allocated 35 days for all tasks, including renovation, furnishing and moving the company will benefit of reduction in delivery timings, more satisfaction in customer service and better opportunities for hiring talented people. With the use of different Project Management models and techniques, the Project Manager will be able to accomplish every task in timely manner. 
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