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Project Objectives

The world has experienced one of the worst times in history over the past two years. Batting with Corvid 19 has not been easy virtually for everyone. People have lost their loved ones and still, some are recovering from the shocks of the experience. This is the reason the objectives of the wedding are to make people happy.

· To successfully plan and hold the wedding and reception of Kevin and Janet on the 15th day of August 2021. 
· Provide the project sponsors with an update every week regarding the progress in the planning and execution of the different phases. Weakly responses are necessary in this project as it will allow for the sponsors to actively tract the progress and also plan for any risk occurrences.
· Establish one of the most exclusive and budget-friendly weddings relevant to the post Corvid environment. The post Corvid environment is a little challenging for the hospitality industry. People are trying to comply with the social distancing provisions thus organising a wedding in this environment is significantly hard therefore it is the objective of the plan to ensure that the event is budget friendly and complies with all the policies governing the hospitality industry.
· Ensure that all the phases comply with the Covid 19 provisions and social distancing. Planning and implementation of all the project phases will be done within the new social distancing provisions. People will be tested before going into the venue and also use alcohol-based disinfectant.
· Make the wedding a memorable experience not only for the bride and the groom but also for the guests

Quality

· The wedding planning will be done specifically to the needs and specifications of the sponsors who contracted the services

· All deliverables Shall be inspected in full by the bride and groom before they are made use of at the ceremony and the reception

· To relieve the Bride and the groom of stress, Risk management will solely be handled by the project manager and the wedding committee made up of the most trusted people of the sponsors (Daniels and Wosicki, 2020)

· The goal is to ensure that the sponsors enjoy their day and have memories of the day for years to come.

Cost

· The wedding and reception will be completed by an estimated budget of  £10000

· The costs will be refined further as the resources are allocated and contracted by the project manager (Finnell, 2018).
Project deliverables

Bride dress, Groom attire, wedding rings, makeup, wedding and reception venues, decoration of the venues, catering services, equipment renting, DJ and photographer, transport, marriage license, officiant wedding eve hotel.

Approach

· Creation of a breakdown of the budget estimates to allocate each phase of the wedding the most appropriate resources. This is the primary step as a mistake in this part could lead to massive errors and going past the budget instructed by the sponsors (Pioquinto et al., 2019).
· Research on the costs and services required for the wedding. The sponsors determine what to be included and the quality of the different services that should be included. This, therefore, means that every wedding has its costs, products, and services depending on the location and the sponsor specification. Researching will ensure that the project manager stays within the accepted margin in the planning and execution of the different phases of the wedding (Mosadeghi, Barr, and Moller, 2020).
· Create a breakdown of the vendors available in the market with the closes and most convenient applicability to the specific wedding. These include wedding and reception locations, catering services, cake preparation and decoration, music and address systems, videography, and photography services (Everett et al., 2017).
· The organization of the wedding attire and fittings depending on the choices of the bride and the groom. This must be done with a close examination by the sponsors as it often one of the things that must be done by the sponsors. The attires should be specifically complying with the needs of the bride and the groom

· The proposed choices are then reviewed and confirmed that they are well aligned with the proposed budget and the wedding specification. This is done with a schedule of the different phases of the project with the dates when they should be done (Brown & Stokes, 2021).  The plan should be done by the 13th day of August to allow for one day for the project team and the sponsors to rest before the big day.
· The project manager and the project team should confirm the reservations, preparation services, and the vendors who were contracted for the project a week before the D day. This is to ensure that the contract is still on and all the parts are running smoothly
Constraints and Risks

Wedding planning management can be stressful and exciting at the same time.  Therefore, planners must take into consideration the different risks and constraints that will most probably face the event thus being able to strategies on the solutions that can be sued in mitigating the different risks. It is prudent to keep in mind that something enforceable will most definitely happen and the team will need to act swiftly to avoid a major problem. Risk management is an important aspect of project planning as it gives the project managers with a chance to assess the environment and point out the unfavourable forces that can lead to risks. Some of the anticipated risks include:
· Failure of friends contracted with undertaking different phases of the wedding planning and also their execution. Sometimes the sponsors may feel good to ask a friend or family member with a fancy camera to help with taking photos and videos. But this can go down the trench incredibly fast and causing a major problem for in the wedding (Walters and Rashid, 2017). Friends have no contract to tie them to their obligation and therefore if they don’t deliver as promised then there is nothing that the sponsors can do. Therefore, instead of contacting friends to handle some of the phases, the sponsor should seek contracted people who are liable for the decisions they make. If they decide to use family members, then they have to ensure that they are trustable and have handles something like that before.
· Budgeting Risks: It is always exciting to start making deposits with vendors contacted to offer different services. However, this also can change quickly when the budgeted funds start running out before everything is done. This leads to cutting costs and going for poor quality services or even going for an emergency loan. To avoid this risk, the sponsors should have a risk mitigation budget that is in place to handle any budget miss ups and also take care of costs that are not anticipated in the plan.
· Bad Weather: Weddings are in most cases outdoor events and can be affected by the weather and therefore to avoid any miss-ups, there should be a concrete plan in case of bad weather. They can even plan the event indoors or use the weather professionals to give them a much detailed weather forecasting and propose the best locations to set the event and also the reception.
· People being late to the event: this is a major risk as important people getting late are a challenge to the plan. Therefore, transport must be made available for such people to ensure that the timeline runs smoothly and to also avoid extra costs from vendors who are contracted on an hourly basis.

· Finally, there is the risk of drunken guests. This can be both an embarrassment and a huge risk at any wedding. Some guests may show up to the event already drunk or from intoxication from the previous night celebrations (Walters and Rashid, 2017). 
Some of the constraints for the wedding include:

· A significantly limited budget. There is never enough money to organize events. The project manager always has a budget to work with and must at all times tries to remain within the set budget otherwise the extra costs can easily be invoiced to his or her account or company account (Hello, 2015). 
· There is also a tight schedule. There are so many things that need to be done in three months. Sometimes this becomes a constraint as the project manager has to outsource products and services from international markets depending on the needs of the sponsors.
Roles and Responsibilities

Contracted Project Manager

Plan and execute the different deliverables of the event. This includes using the resources available to source out the services and products needed for the wedding. This includes location planning, research, and provision of important advice for the bride and the groom; establish a team to work on the project, and most importantly deliver the wedding he or she was hired for (Peraganathan et al., 2021). 
Janet

She will be the bride of the wedding and also a primary sponsor of the event. She will assist in decision making and planning and ensuring that the event is set as she wants it to be. She will also help in executing some of the deliverables such as choosing and helping with decorations, contracting different service providers, and also following up before the wedding day (Escoura, 2018).
Kevin

He is also a primary sponsor of the project. He will provide funding for the project and also take part in decision-making. He will also be involved in planning and executing different phases of the project such as transport planning, venue preparation, and contacting guests.

Natalie

She is the maid of honor and she will be responsible for assisting the bride in undertaking her chores like dress selection, making decisions pertaining to the wedding, and cake decorations.

Code of Conduct
Each team member for the wedding will be expected to behave in a way that is morally ethical for a project professional. These actions include;
· Keeping teamwork at the forefront

· Honesty with themselves and every member of the team

· Taking responsibility for every decision and action taken

· Keeping promises 

· Maintaining the highest level of integrity and commitment to their responsibilities

· Respect and listen to other people’s opinions (Sullins, 2017)
Communication Tools 
· Skype will be the primary means of communication between the project team. This is due to the social distancing directive 

· Pinterest

· Zoom

· Social media platforms like WhatsApp and messenger

Skills and qualities required

· Willingness to work as a group

· Effective communication

· Commitment to working as a joint force

· Engage fully

· Being able to ask for assistance.
War Room
There will be two venues where the project will be executed from that is Janet's place and Kevin's place. There is a large space where the modeling and planning will take place. This is also where the wedding committee will be meeting physically once a week.  The project manager will also be operating from this room thus the place will be equipped with computers and internet tools to allow for skype calls and Zoom whenever it is needed. Meeting with different vendors and team members will also be done from this place as they will have access to both sponsors and also the project manager.
Project Scope

Kevin and Janet have been engaged recently and they have hired an events manager and asked their friend Natalie to plan a wedding event that will be memorable in three months. There is a limited budget of £10000 as the two wish to have a memorable wedding. To comply with the provisions for the post Corvid 19 environment, the two want to keep their guests low that is closest family members and friends not exceeding 250 people. 
The scope of this project includes the following (Silvers and O’Toole, 2020).  Project documentation wedding venue, Guest List, wedding décor, wedding rings, bride and groom clothes, reception, cade decoration, foods and beverages, music band, photography, and videography. Other activities include the honeymoon, accommodation, bachelor and bachelorette parties, bridal shower, rehearsal dinner, an engagement party.
Work breakdown structure

Wedding

	Initiation 1.1
	Planning 1.2
	Execution 1.3
	Monitoring and Control 1.4
	Closure 1.5

	1.1.1 Evaluation and recommendations
	1.2.1Develop Initial Scope statement
	1.3.1 Kick-off project and initial meeting
	1.4.1 update project Plan with progress
	1.5.1 reviewing of vendors

	1.1.2 Creation of project charter
	1.2.2 set up the project Team
	1.3.2 confirm and validate requirements
	1.4.2 Continue hosting meetings
	1.5.2 Document different researches on the event 

	1.1.3 Submission to project sponsors to review the progress and project charter
	1.2.3 begging the weeding meetings for project planning
	1.3.3 design the wedding ceremony and reception
	1.4.3 Open constant communication with the different vendors
	1.5.3 update the necessary record

	1.1.4 Sign and Approve project Charter
	1.2.4 Creation of the project plan
	1,3.4 Procure vendors for different activities
	1.4.4 review the risk management plan and make necessary adjustments
	1.5.4 seeking approval from the project sponsors

	
	1.2.5 Submit the developed plan for review
	1.3.5 Obtain bride and groom attire
	
	

	
	
	1.3.6 Create the guest list and sending invitations
	
	


Communication Matrix
	Information
	Provider
	Recipients
	Frequency
	Medium of communication
	Location

	Status report
	Event Coordinator
	Project Manager
	Daily
	Face to face meetings at the end of the day
	

	Status report
	Project Manager
	Sponsors (Janet and Kevin)
	Twice a week
	Through Email
	

	Cost report
	Event Coordinator
	Project Manager
	Once a week
	Through weekly meetings and a written report detailing the specifics.
	

	Financial reporting
	Project manager
	Events Coordinator and sponsors
	Once a week
	Written reports were sent to the recipients and a face-to-face meeting to explain the specifics of the report (Duarte, Ferreira, and Fortes, 2020).
	Sponsors home

	Status Meeting
	All project stakeholders
	All project stakeholders
	Once a week
	Face to face meeting
	Home of the sponsors

	Urgent Issues
	Event coordinator
	Project Manager
	As they arise
	Phone calls and face to face meetings whichever is convenient in the specific situation
	

	Action Items
	Project Manager
	Events coordinator and project sponsors
	Twice a week
	Through email and phone call whichever is convenient for the situation
	

	Change Order
	Event coordinator
	Project manager
	As need arises
	Phone calls and email whichever is convenient (Mahale et al., 2020)
	

	Change Order
	Project manager
	sponsors
	As need arises
	A phone call, face to face meeting, or email whichever is convenient
	


Media Choice Table

	Medium
	Hardcopies
	Phone call
	Email
	Voicemail
	Face to face Meeting/ Zoom meetings

	Determining Commitment
	Inappropriate
	satisfactory
	Inappropriate
	Inappropriate
	Excellent

	Developing Agreement
	Inappropriate
	Satisfactory
	Inappropriate
	Inappropriate
	Excellent

	Solving Conflict
	Inappropriate
	Satisfactory
	Inappropriate
	Inappropriate
	Excellent

	Confronting Negative behavior or conduct
	Inappropriate
	Excellent
	Inappropriate
	Inappropriate
	satisfactory

	Expressing Support
	Excellent
	satisfactory
	Satisfactory
	Satisfactory
	Inappropriate

	Encouraging Creativity and being innovative
	Satisfactory
	Inappropriate
	Inappropriate
	Excellent
	Inappropriate

	Passing on Reference materials
	Excellent
	Inappropriate
	Inappropriate
	satisfactory
	Satisfactory

	Asking Questions
	Inappropriate
	Excellent
	Inappropriate
	Satisfactory
	satisfactory

	Making simple Requests
	Inappropriate
	Inappropriate
	Excellent
	Excellent
	Inappropriate

	Making elaborate requests
	Inappropriate
	Excellent
	Inappropriate
	satisfactory
	Excellent

	Giving complex directions
	Inappropriate
	Inappropriate
	Inappropriate
	Excellent
	Excellent

	Addressing the project team
	Satisfactory
	Inappropriate
	Inappropriate
	satisfactory
	Excellent

	
	
	
	
	
	


Expectations Management Matrix
	Measure of Success
	Priority
	Expectations
	Guidelines

	Time
	1
	The project deadlines are the final time and there is no possibility for an extension. Therefore, all the phases of the project must be completed within the set time.
	The team should concentrate on meeting personal deadlines and this will translate to team efficiency. A well-functioning team will ensure that the project phases are completed on time (Brynildsen and Parent, 2021). A high-performance culture and engaging with technological tools are perfect for meeting these expectations.

	Cost
	2
	The budget of the project has been made and the sponsors hope that it is sufficient to complete all the phases of the project. However, with explicit justification, the sponsors are willing to provide additional funds to complete the project successfully.
	There are strict guidelines pertaining to wedding expenses. Every expense taken from the project account should be approved by the events manager and the project coordinators (Wilde, 2017). This way the team will be accountable and avoid funds misuse. The cost is important but meeting the deadline and the scope of the project takes priority and therefore should be given more focus and concentration.

	Scope
	1
	The scope statement provides a clear and mandatory proposal on what is expected of the project.
	Concentrating on meeting the mandatory requirements and fulfilling all the requirements in every phase of the project will ensure that the scope of the project is attained (Huang, Hou & Hong, 2017).

	Quality
	2
	Quality is fundamental in this project. The project sponsors want the customized quality of everything as this is important to them. This is the only way to ensure that the event carries the value the sponsors need in it (Fotiadis, 2018).
	Following the quality standards should ensure that all the attributes are achieved thus setting up a high-quality event.

	Customer Satisfaction
	3
	It is expected that the project team acts professionally and answers any questions that may be directed to them. This way customers will be satisfied with the event and also have a good experience
	All sponsor requests and messages should be responded to within 24 hours and in case of a face-to-face meeting, the project team should be swift to respond.


Risk Matrix
	Risk
	category
	description
	Probability
	Severity
	Mitigation Approach
	Risk Owner

	Unanticipated guests arrival
	Logistics
	Overcrowding and noncompliance with Social distancing directives
	H
	L
	Allocation of extra seats for extra guests who may show up
	Coordinator and the project manager

	Bad Weather
	logistics
	Low attendance than anticipated
	M
	M
	Have emergence tents and Cooling systems in place in case of rain or hot weather respectively
	Project manager the Event Coordinator

	Fewer people than anticipated at the reception
	
	Loss of money on plates of food
	M
	H
	Place fine on the RSVP if no show one will be responsible for the cost
	Project manager

	Power loss
	
	No lights or entertainment
	H
	H
	Have a generator on standby
	Project manager
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