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[bookmark: _Toc211260639]1. Introduction 
The project is focused on delivering a one-day Beauty Workshop and Training Event in the UK, targeting aspiring beauticians, salon professionals, and those who would like to improve their grooming and beauty skills. It will be a practical learning day with demonstrations with products, certified trainers and connections with beauty brands. There will be sessions on skincare, hair styling, make-up artistry, and sustainable practices in the beauty sector. This project will assist in providing a learning opportunity with modern and ethical practices and help in developing the participants' professional beauty skills. The workshop will be held at a popular conference venue in London, and the aim is to have 100 participants. This project provides a unique opportunity to provide not only skill development but also brand recognition in local cosmetic companies and training centres. The project is seeking to merge educational and commercial goals while bringing to life the beauty education to professional practice as part of the growing wellness and personal care product industry.
[bookmark: _Toc211260640]2. Aim, Objectives, Scope of the project 
Aim
The main aim of the event is to design and deliver a successful “Beauty Workshop and Training Event”. This event showcases professional development, promotes sustainable beauty, and encourages collaboration between beauty professionals and beauty brands across the UK.
Objectives
· To host a one-day beauty workshop which has at least 100 participants by March 2026.
· To provide at least four professional training sessions on hair, skin and make-up artistry facilitated by qualified professionals.
· To fund five top beauty brands as a sponsor or exhibitor.
· To ensure the event takes place within the allocated £25,000 budget, whilst attaining high levels of participant satisfaction.
· To promote sustainable and ethical beauty practices throughout the event.
[bookmark: _Toc211260641]3. Scope 
The project scope consists of planning, new venue selection, recruiting trainers, engaging sponsors, executing marketing campaigns, and managing the event on the day of the event. The Project scope covers all pre-event, event-day, and post-event details such as registering participants, logistics, participant feedback, and financial reporting the day after the event (Nhani et al., 2024). The project’s scope further expands to include partnerships with beauty academies and influencer networks to support the visibility and legitimacy of the events. 
[bookmark: _Toc211260642]4. Main Body
[bookmark: _Toc211260643]4.1 Identification of stakeholders
The main stakeholder in the Beauty Workshop and Training Event will oversee the whole planning and execution process with the event management team, which will deal with logistics, coordination, and marketing. The speakers at the heart of the operation are the trainers and beauty experts who conduct the sessions, the sponsors, and the partnering beauty brands, who are offering financial and material resources. The venue management team is what provides the availability of facilities, safety and the provision of catering (Hermans, 2021). The main stakeholders would be the participants who would acquire knowledge and skill improvement in the event. Also, the suppliers can play their part in supplying training materials, decor, and technical equipment and the regulatory bodies. It can also be instrumental in ensuring that safety and ethics are adhered to, and so every stakeholder is very important to the success of the project.
[bookmark: _Toc211260644]4.2 Project Deliverables
Main Outputs Delivery
Outputs are measurable results and/or products which indicate that project activities have been completed. In the case of this event, the main outputs will be creating a detailed event plan, formalising the venue contract and booking registered trainers and beauty professionals (Churacharit and Chutima, 2022). Other important outputs will include securing sponsorship from at least five businesses, developing marketing materials for the event, and preparing all workshop materials, including a training kit and products for demonstration. The project will also develop an effective system for participant registration and ticketing, then move from completion of this to delivering the event as a successful one-day event (Aulia et al., 2024). Finally, a report of participant feedback and a summary of the financials will be the final outputs for the project to indicate evaluative standards and accountabilities.
Secondary Outputs Delivery
In addition to the main outputs above, a range of secondary outputs is necessary for the quality and sustainability of the project work. Secondary outputs will include a risk assessment and contingency plan for the event, health and safety certification, post-event media coverage and a sustainability report describing the event’s commitment to ethical practices with beauty products (Koo and O’Connor, 2021). Partnering with beauty academies and influencers would also serve to improve the visibility and sustainability of the event in the long term.
[bookmark: _Toc211260645]5. Developing a communication plan
Chen (2024) stated that a properly designed communication plan allows for effective coordination between stakeholders and promotes smooth project execution. Due to the variety of stakeholders involved (trainers, sponsors, suppliers, venue managers), regular communication will avoid misunderstandings and will also ensure that everyone stays aligned with the project goals. 
[bookmark: _Toc211260646]5.1 Communication methods 
The project will use a combination of digital and physical communication methods for the project. The team will communicate through “emails”, “Zoom meetings”, “WhatsApp groups”, and “Trello dashboards”. Formal documentation will be provided through “email” and “G Suite”, including reports, feedback forms, and proposals for sponsors (Granizo et al., 2021). The engagement with the venue manager will take place at least bi-weekly regarding readiness and safety protocols.
[bookmark: _Toc211260647]5.2 Communication Plans
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Figure 1: Communication Plan
(Source: Self-created)
[bookmark: _Toc211260648]6. Identification of the activities required to deliver the output
[bookmark: _Toc211260649]6.1 Project Activities
The project activities are divided into three major phases: planning, execution, and closing. Each phase includes specific tasks needed to complete the project's deliverables.
Planning Phase
The planning phase starts with defining the project aims, identifying the target audience, and confirming the total budget of £25,000. During this phase, the team will shortlist potential London venues, negotiate the price, and confirm contracts. The recruitment of the trainers and speakers will happen concurrently, as well as the plan for sponsorship proposals and outreach to beauty brands (Obi et al., 2022). Marketing activities will also be initiated during this phase, including social media posts, press releases, and partnerships with influencers.
Execution Phase
The execution phase consists of executing the scheduled tasks. This includes securing and setting up the venue, ordering training materials and décor, finalising the agenda for sessions and registering participants (Castro et al., 2021). The marketing team will increase promotional activities in the weeks leading up to the event to try and reach the target of 100 participants. Briefing trainers and doing technical runs will occur, and during the event, the management team will handle logistics, session running, catering, and safety compliance.
Closure Phase
The closure phase involves collecting feedback from participants, analysing levels of satisfaction, and preparing a detailed financial report. Bondarenko et al. (2021) stated that a post-event review will be conducted to review the overall effectiveness of the event with respect to meeting goals, whether the event was delivered within budget, and levels of partner and stakeholder satisfaction.
[bookmark: _Toc211260650]6.2 Work Breakdown Structure
The “Work Breakdown Structure (WBS)” is a hierarchical breakdown of the work needed to deliver a project. It provides a clear account of all deliverables and any associated activities and ensures that the team is assigned the responsibilities to achieve each deliverable. 
Level 1: Project Goal
By March 2026, deliver a one-day Beauty Workshop and Training Event in London that is a success. 
Level 2: Essential Work Packages 
· Project Scheduling and Coordination 
· Venue and Logistics Coordination 
· Speaker and Trainer Coordination 
· Marketing and Promotion 
· Sponsorship and Partnership Development 
· On the Day of Operations 
· Evaluation and Reporting After the Event
Level 3 
Work Packages will consist of a series of sub-activities. As an example, the Project Planning and Coordination work package requires activities such as developing project goals, budgets, and timelines. The “Venue Management” work package involves activities including researching the site, designing the layout, liaising with food and beverage services, and safety checks (Bakmaz et al., 2023). The Marketing and Promotion work package will consist of activities such as developing promotional brochures, social media promotion, and tracking the promotional process. The Post-event Evaluation work package will include activities such as data collection, closing the event financially, and developing final reports (Taherdoost, 2021). All activities are associated with milestones, which will include budget approval (December 2025), confirmation of venue (January 2026), sponsor agreement (February 2026), and delivering the event (March 2026).
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Figure 2: WBS Structure
(Source: Self-created)
[bookmark: _Toc211260651]6.3 Product Breakdown Structure 
The “Product Breakdown Structure (PBS)” will address the physical products or outputs that are created as part of the project or event lifecycle. The highest level will be the Beauty Workshop Event itself, with a product breakdown structure of the following sub-products: the workshop sessions, trainer development materials, promotional content, sponsor booth displays, and finally, the reports to be delivered after the event (Bevolo and Amati, 2024). Each product produced will contribute directly to achieving the overall purpose of the project. For example, while the workshop sessions will emphasise four professional modules (i.e., “skin care”, “hair styling”, “make-up artistry”, “sustainable beauty”), promotional products (e.g., posters, videos) will ensure visibility of the project, and sponsor booths will contribute identification, financial support and promotion to their brands.
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Figure 3: PBS Structure
(Source: Self-created)
[bookmark: _Toc211260652]6.4 Organisation Breakdown Structure
The “Organisation Breakdown Structure” illustrates the hierarchy for the project and highlights the roles and responsibilities of the event management team. The top-level role is the Project Manager, who is responsible for overall project coordination, budget tracking, and stakeholder liaison (Mio et al., 2022). The structure below indicates that “Project Manager” has several levels of responsibilities that will report directly to him/her: 
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Figure 4: Organisation Breakdown Structure
(Source: Self-created)
[bookmark: _Toc211260653]7. Milestones and Timelines
Milestones are important markers to help track both the project plan progress and the on-time delivery of key objectives. Key milestones include project kick-off and budget sign-off (December 2025), venue confirmation (January 2026), trainer/sponsor finalisation (February 2026), and launch of the marketing campaign (February 2026). The event is scheduled for March 2026 with an evaluation and reporting deliverable at the end of March. Milestones will help to maintain momentum and allow the team to identify specialist tasks that may be taking longer than planned, early.
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Figure 5: Milestone and Timeline
(Source: Self-created)
[bookmark: _Toc211260654]8. Responsibility Assignment Matrix (RACI Model)
The Project Manager is responsible for the project in its entirety, while the “Event Coordinator” and “Training Lead” manage the day-to-day involvement and oversight of trainers. The “Marketing Manager” will manage promotion, and the “Sponsorship Manager” will manage funding and sponsorship for the training (De Angelis, 2021). The “Finance Officer” will ensure financial paperwork and reporting are accurate and transparent. The “Venue Manager” will develop a logistical plan for each day of the event, will be responsible for health and safety and will communicate with each external contractor (Setyowati et al., 2021). This matrix will ensure there is no ambiguity in responsibilities, and each deliverable will have its own unique path of delegated ownership to ensure transparency, accountability, and collaboration.
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Figure 6: RACI Matrix
(Source: Self-created)
Keywords:
R – “Responsible (performs the work)”
A – “Accountable (ultimate responsibility)”
C – “Consulted (provides input)”
I – “Informed (kept updated)”
[bookmark: _Toc211260655]9. Risk and Quality Management
Taking risks and managing quality are a vital part of maintaining integrity in a project. Risks may include sponsors backing out, not enough participants signing up, and digital equipment not working during the event (Dvorsky et al., 2021). To prepare for this, early contracts will be signed with backup trainers (or sponsors) as an option. In addition, a contingency will be set aside for unexpected expenses (10% of the whole budget). Quality of experience will be managed through rehearsing before the event, monitoring sustainability standards (of beauty products), and real-time input from professionals attending the event (Tillema et al., 2022). All materials and services provided at the event will adhere to ethical and environmental standards that have been sanctioned by the sustainable beauty sector in the UK. 
[bookmark: _Toc211260656]10. Conclusion
In summary, the “Beauty Workshop” and “Training Event” are a complex project that incorporates professional development, sustainable beauty practices, and collaborative business practices. By identifying deliverables, details of the communication plan have been discussed, and the use of work, product and organisation breakdown structure will be used to support effective accountability and management of the project. By outlining milestones, RACI, and considering risk, the project is more likely to be a successful piece of business. Ultimately, the event will benefit the professionals participating to enhance their professional beauty skills and support collaboration among beauty brands, trainers, and academies throughout the UK as part of the increasing ethical and sustainable beauty business.
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