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[bookmark: _Toc238995615]Introduction
The report outlines the workplace problem, establishes a clear aim with measurable objectives, and applies key project management tools such as stakeholder analysis, project initiation processes, environmental analysis, work breakdown structures, communication planning, and risk identification. Each part is applied to the business, Kings K9 Cuts, to show how the methods support practical decisions.
The assignment concludes with an evaluation of project performance, reflection on the role of an effective project manager, and a personal development plan to support ongoing professional growth.
[bookmark: _Toc238995616]New Project – Implement an online booking system
Kings K9 Cuts currently relies on manual booking processes managed through social media messages, texts, and informal communication channels. While this approach has been sufficient during early stages of the business, it now presents several operational challenges as client demand increases. The absence of a structured booking system leads to delays in responding to enquiries, increases the risk of double-booking, and reduces the time available for core grooming activities. This administrative burden limits productivity and affects the overall efficiency of the salon.
Manual scheduling also contributes to a higher number of no-shows, as there is no automated reminder system to prompt clients ahead of their appointment. Missed appointments result in lost revenue and disrupt the daily workflow. Additionally, client information, such as grooming history, breed‑specific requirements, behavioural notes, and health considerations, is stored inconsistently across messages, notebooks, and memory. This makes it difficult to maintain accurate records, ensure continuity of care, and deliver a personalised service experience.
As the business continues to grow, these issues create barriers to scalability, professional image, and customer satisfaction. The lack of a reliable, centralised booking and data management system represents a significant operational problem that requires a structured project to resolve. Implementing an online booking system will address these inefficiencies, support better decision-making, and enhance the overall client experience.
Digital tools are widely recognised for improving scheduling accuracy, reducing administrative workload, and enhancing customer satisfaction in small service businesses (Kotter, 2012; PMI, 2021).
[bookmark: _Toc238995617]Project Aim
The aim of this project is to implement an online booking system at Kings K9 Cuts to improve scheduling efficiency, reduce administrative workload, and enhance client experience through automated reminders and accurate record-keeping.
[bookmark: _Toc238995618]Project Objectives
1. Implement a suitable booking platform that allows clients to book appointments independently and reliably. First, I will research available booking systems, retrieve quotes for each and then decide which is the best and most suitable for Kings K9 Cuts.
2. Reduce administrative time spent on booking and client communication by at least 50% within three months.
3. Lower no-show rates through automated reminders and confirmations built into the chosen system. Also, by securing deposits of at least £10 when clients book an available appointment online.
4. Centralise client data, including grooming history, breed notes, and medical and behavioural information.
5. Integrate the platform with daily workflows to support accurate scheduling and reduce booking errors.
6. Evaluate system performance after three months using client feedback, booking data and operational metrics. (Saviom, 2026).

Mind Map
This diagram presents the initial brainstorming used to identify objectives, stakeholders, risks, deliverables, and project phases.
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[bookmark: _Toc238995619]Stakeholder Analysis
A stakeholder analysis identifies all individuals or groups who are affected by the implementation of an online booking system and evaluates their level of interest and impact. This helps ensure the project is planned and managed in a way that meets stakeholder needs and reduces resistance to change. (Singh, 2022).

	Stakeholder
	Interest
	Impact
	Notes

	Kings K9 Cuts
	High
	High
	Responsible for decisions, costs and implementation.

	Clients
	High
	High
	Adoption determines project success.

	Softwareprovider
	Medium
	Low/Medium
	Provides system setup, support and training.

	Future Grooming Staff
	Low
	Medium
	Will rely on system for workflow and client notes.

	Local Community
	Low
	Low
	Influences reputation and repeat business.



The stakeholder analysis demonstrates that the successful implementation of the online booking system relies on recognising the varying levels of interest and influence across all groups involved. By understanding these differences, Kings K9 Cuts can tailor communication, manage expectations, and proactively address potential concerns, ensuring smoother adoption and reducing resistance to change. This structured awareness supports more effective decision‑making throughout the project and strengthens the likelihood of achieving long‑term operational and customer experience improvements. (Landau P, 2023).
A RACI matrix aligned to the project Gantt chart is provided in Appendix A.
[bookmark: _Toc238995620]RACI Matrix
The RACI model is a responsibility‑assignment tool used to clarify roles within a project and reduce ambiguity in decision‑making. It distinguishes between individuals who are responsible for completing tasks, those accountable for final decisions, stakeholders who must be consulted for expertise, and those who require information to remain updated. 
Applying RACI within a project ensures that responsibilities are clearly allocated, communication pathways are defined, and governance is strengthened. This supports effective coordination and reduces the risk of duplicated effort or gaps in ownership. 
(Bello, 2026).
[bookmark: _Toc238995621]Communication Plan
Effective communication is essential for ensuring the successful implementation of the Kings K9 Cuts online booking system. By knowing who needs information and keeping communication clear and consistent, the business can stay transparent, keep everyone engaged, and avoid unnecessary disruption during the transition. A structured communication plan also ensures that each stakeholder receives the right information at the right time, supporting informed decision‑making and smoother adoption of the new system. 

	Stakeholder
	Information to Communicate
	Method
	Frequency

	Owner/Manager
	Overall booking system performance, client satisfaction trends, system issues and revenue impact
	Dashboard review, weekly report email
	Weekly

	Groomers
	Daily appointments, client notes, changes to bookings, system updates
	Mobile app notifications, morning briefing
	Daily

	Clients
	Appointment confirmations, reminders, grooming notes, promotions, policy updates
	Automated email/SMS, occasional social media posts with tagging
	Per booking/As needed

	Suppliers
	Product orders, stock levels, delivery schedules
	Email or phone call
	Monthly or as needed

	Software Provider/IT Support
	Technical issues, feature requests, system downtime, updates
	Support ticket, email
	As needed

	Local Council/Regulatory Bodies
	Licensing, compliance updates, Health and Safety requirements
	Formal email or online submission
	Annually or when required



Overall, the communication plan provides a clear framework for keeping stakeholders informed, aligned, and engaged throughout the project. 

By tailoring communication to the needs and influence of each group, Kings K9 Cuts can reduce uncertainty, strengthen trust, and support a more efficient rollout of the booking system. This structured approach enhances project control and contributes to long‑term operational stability.
[bookmark: _Toc238995622]Project Scope
A clearly defined project scope establishes what is included and excluded from the implementation of the online booking system at Kings K9 Cuts. Setting these boundaries ensures the project remains focused, manageable, and aligned with available resources. A well‑constructed scope also reduces the risk of scope creep, supports effective planning, and provides clarity for all stakeholders involved. (PMI, 2021).

Work Breakdown Structure
This diagram shows how the project is divided into key phases and tasks, providing a clear overview of deliverables and supporting effective planning and resource management.
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[bookmark: _Toc238995623]Project Management Philosophies and processes
Selecting an appropriate project management methodology provides structure, clarity and control throughout the implementation of the online booking system at Kings K9 Cuts. This section critically evaluates two established methodologies - Waterfall and PRINCE2, and assesses their usefulness for managing this project from initiation to completion.
[bookmark: _Toc238995624]Waterfall Methodology
Waterfall is a linear, sequential methodology in which each phase is completed before the next begins. It is widely used for projects with clearly defined requirements and predictable workflows. (Serrador et al, 2015)
· Strengths
· Provides a clear, structured sequence of activities, supporting effective planning and scheduling.
· Strong emphasis on documentation, which is beneficial for defining scope, data migration requirements and system configuration.
· Reduces ambiguity because tasks and deliverables are agreed upfront.
· Weaknesses
· Limited flexibility; changes introduced late in the project can disrupt timelines and increase costs.
· Assumes requirements are fully understood at the start, which may be challenging when exploring new digital tools.
· Usefulness for Kings K9 Cuts Waterfall is well‑suited to the early stages of this project, including requirement gathering, system selection, data migration and staff training. Its structured approach supports clarity and reduces the risk of scope creep. However, its rigidity may limit responsiveness if adjustments are needed after initial testing.
[bookmark: _Toc238995625]PRINCE2 Methodology
PRINCE2, by contrast, is a process‑driven methodology widely used in UK organisations. It emphasises governance, defined roles, documentation and controlled stages. (Office of Government Commerce, 2017).
	Category
	Details
	Application to Kings K9 Cuts

	Strength: Governance
	Provides clear roles, responsibilities, and decision-making processes.
	Supports structured control during system selection, testing, and rollout.

	Strength: Risk and quality control.
	Offers structured risk management and quality assurance.
	Helps maintain consistency and reliability during implementation.

	Weakness: Formality.
	Can be overly formal and documentation heavy.
	May feel excessive for a small grooming salon with limited staff.

	Weakness: Time demands.
	Requires significant administrative effort.
	Could slow progress when balanced with daily grooming operations.

	Usefulness for Kings K9 Cuts.
	Strengthens project control, risk management, and monitoring.
	Stage boundaries support clear decision points during system selection, testing and roll out.



[bookmark: _Toc238995626]Critical Comparison and Justification
For the implementation of an online booking system at Kings K9 Cuts, the Waterfall methodology has been selected as the primary project management approach. Waterfall is a linear, sequential model in which each phase is completed before the next begins. This structure is particularly suitable for projects with clearly defined requirements, predictable workflows and limited resources — all characteristics of this workplace project. (Serrador et al, 2015).
[bookmark: _Toc238995627]Schedule Development 
The project schedule was developed using a Gantt chart to map the duration, sequencing, and overlap of key tasks across the four project phases. The chart supports effective planning by showing how activities progress from Project Planning through to Deployment and Closure.
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Rationale for Using Waterfall
Waterfall provides a clear, step‑by‑step process that supports effective planning, documentation and control. Because the requirements of the booking system (e.g., appointment types, automated reminders, client data fields) can be identified early, the project benefits from Waterfall’s emphasis on upfront clarity and structured progression. This reduces ambiguity and helps prevent scope creep, which is essential for a small business with limited time and capacity for rework.
[bookmark: _Toc238995628]Strengths of Waterfall for This Project
	Aspect
	Details
	Relevance to Kings K9 Cuts

	Clear structure and sequencing
	Linear flow supports organised planning from selection to rollout.
	Helps maintain order while balancing project tasks with daily grooming operations.

	Strong documentation.
	Each stage produces clear outputs.
	Supports future staff training and consistent processes.

	Predictability
	Defined phases allow accurate time and resource estimation.
	Useful for a small business with limited capacity and tight scheduling.

	Reduced complexity
	Simplifies project control.
	Suitable for a single-person project team and low technical complexity.



[bookmark: _Toc238995629]Limitations of Waterfall
	Limitation
	Explanation
	Impact on this project

	Limited flexibility
	Late changes disrupt timelines.
	Testing issues required careful adjustments due to fixed earlier stages.

	Assumes stable requirements
	Requirements must be clear from the start.
	Booking system features needed early definition to avoid rework.

	Slower adaptation
	Iterative improvements are less natural.
	Refinements had to be planned rather than made continuously.



Although Waterfall presents limitations, they were manageable due to stable system requirements and the project’s low technical complexity.
[bookmark: _Toc238995630]Supporting Governance: PRINCE2 Principles
Although Waterfall is the primary methodology, PRINCE2 principles (not the full methodology) will be used to strengthen governance, risk management and decision‑making. This includes:
· Clear justification for the project
· Defined roles and responsibilities
· Stage boundaries for decision points
· Structured risk identification and control
This ensures the project remains aligned with business goals while maintaining the simplicity and clarity of Waterfall.
[bookmark: _Toc238995631]Conclusion
Waterfall has been selected as the primary methodology for implementing the online booking system at Kings K9 Cuts. Its linear structure supports clear planning, documentation, and control, which is beneficial for a project with predictable requirements and limited technical complexity. Because the booking system’s core functions — such as appointment types, automated reminders, and client‑data fields — can be defined early, Waterfall’s emphasis on upfront clarity helps prevent scope creep and supports efficient resource use (Serrador et al, 2015).
However, Waterfall’s rigidity can limit responsiveness if changes are required during testing. To strengthen governance, selected PRINCE2 principles will be incorporated, including continued business justification, defined roles, and structured stage boundaries (Office of Government Commerce, 2017). This hybrid approach maintains Waterfall’s simplicity while ensuring strong oversight and decision‑making throughout the project lifecycle.
[bookmark: _Toc238995632]Project Initiation
Project initiation establishes the foundation for implementing the online booking system at Kings K9 Cuts. It clarifies the project’s purpose, feasibility, constraints and governance, ensuring the work begins in a structured and controlled manner. This section outlines the key elements of initiation using the Waterfall methodology, supported by PRINCE2 principles for governance.


Kings K9 Cuts currently relies on manual booking processes managed through social media messages, texts and informal communication. As demand increases, this approach causes double‑booking risks, slower response times, inconsistent client records and higher no‑show rates. Implementing an online booking system is justified because it will:
· Improve scheduling accuracy
· Reduce administrative workload
· Provide automated reminders
· Centralise client information
· Enhance the professional image of the business
This aligns with PRINCE2’s principle of continued business justification, ensuring the project delivers measurable operational benefits.
[bookmark: _Toc238995633]Risk Management
Effective risk management ensures the booking‑system project for Kings K9 Cuts is delivered smoothly, safely, and within scope. Risks are identified, analysed, prioritised, and controlled throughout the project lifecycle to minimise disruption and protect both business operations and client experience. This section outlines the key risks associated with implementing a digital booking system and the strategies used to mitigate them. (Brennen .J, 2021).
[bookmark: _Toc238995634]Risk Identification and Categorisation
Risks have been grouped into four areas to support structured analysis:
· Technical risks - system failures, integration issues, software reliability.
· Operational risks - staff adoption, process changes, training requirements.
· Data/security risks - GDPR compliance, data breaches, access control.
· Customer experience risks - client confusion, booking errors, reduced satisfaction during transition.
[bookmark: _Toc238995635]Risk Analysis and Evaluation
Risks are assessed using a standard likelihood–impact matrix, allowing prioritisation of high‑risk areas. High‑impact risks like data breaches or system outages, require immediate mitigation, while lower‑impact risks such as minor client confusion, are monitored and controlled through communication and training.


[bookmark: _Toc238995636]Risk Monitoring and Control

	Monitoring Activity
	Purpose
	Application to Kings K9 Cuts

	Weekly system reviews
	Ensure the booking system performs reliably and project milestones remain on track.
	Weekly checks of system speed, reliability, and milestone progress to maintain control during implementation.

	Client feedback tracking
	Identify confusion, barriers to adoption, and satisfaction levels.
	Monitoring client messages, comments, and booking behaviour during the first month of use.

	Booking accuracy checks
	Reduce double-bookings and ensure correct transfer of client notes.
	Reviewing error rates and appointment accuracy during early system use.

	GDPR compliance checks
	Protect client data and ensure legal compliance.
	Regular checks of data storage, access permissions, and security settings.

	Mitigation updates
	Keep risks controlled as the project progresses.
	Adjusting mitigation actions when new risks emerge or existing risks change.



This table demonstrates how risk monitoring was embedded throughout the project, ensuring issues were identified early and controlled effectively to support a smooth transition to the online booking system.
[bookmark: _Toc238995637]Conclusion
By proactively identifying, analysing, and managing risks, the booking‑system project is more likely to be delivered on time, within budget, and with minimal disruption to clients. Effective risk management supports a smooth transition to digital booking and strengthens long‑term operational efficiency at Kings K9 Cuts.
[bookmark: _Toc238995638]Project Resources
The booking‑system project requires a small but clearly defined set of resources to ensure successful delivery. These fall into four categories: human, financial, technical, and time‑based.
[bookmark: _Toc238995639]Human Resources
The project is managed by the owner, with technical support from the software provider. Clients contribute indirectly through feedback during the transition.
[bookmark: _Toc238995640]Financial Resources
Costs include the monthly software subscription, any optional setup fees, and a small contingency budget. These costs are justified through efficiency gains and reduced administrative workload.
[bookmark: _Toc238995641]Technical Resources
Key resources include a laptop or smartphone, stable internet access, GDPR‑compliant booking software, and secure backup storage for client data.
[bookmark: _Toc238995642]Time Resources
Time is required for planning, system setup, testing, client communication, and early monitoring. Tasks are scheduled around daily business operations to maintain feasibility.
[bookmark: _Toc238995643]Constraints
[bookmark: _Toc238995644]Constraints include limited staff availability, budget considerations, the technical learning curve, and client adaptation during the transition.
[bookmark: _Toc238995645]Conclusion
The booking‑system project requires a combination of human, financial, technical, and time‑based resources. These resources are modest and achievable, making the project highly suitable for a small business environment. Clear resource planning supports successful implementation and ensures the project delivers long‑term operational benefits for Kings K9 Cuts.
[bookmark: _Toc238995646]Monitoring and Evaluation
Monitoring for this project is centred around ensuring the new booking system works smoothly for Kings K9 Cuts and genuinely reduces the pressures caused by manual scheduling. As the owner, I will monitor progress closely throughout implementation to identify issues early and keep the project on track. During implementation, I monitored early bookings, checked system reliability daily, and adjusted communication based on client feedback to maintain control over project progress.


Key monitoring activities include:
· Milestone tracking using the project’s Gantt chart, allowing me to check that each stage such as research, system selection, setup, testing, and launch is completed within the planned timeframe.
· Booking system performance checks, where I will personally test the system’s reliability, speed, and ease of use. This includes trial bookings, checking automated reminders, and ensuring client notes transfer correctly.
· Client feedback monitoring, paying attention to how clients respond during the first month. I will review messages, comments, and booking behaviour to identify any confusion or barriers to adoption.
· Risk monitoring, revisiting the risk register weekly to ensure mitigation actions (such as backup booking methods or communication plans) remain effective.
· Administrative workload tracking, comparing how long I spend managing bookings before and after implementation. This helps determine whether the system is genuinely reducing admin time and freeing up more grooming hours.
These monitoring activities allow me to make timely adjustments, ensuring the project supports a smooth transition for both the business and its clients.
[bookmark: _Toc238995647]Evaluation
Evaluation focuses on whether the booking system has delivered the improvements Kings K9 Cuts needs. After three months of use, I will assess the system’s impact on daily operations and client experience.
Key evaluation criteria include:
· Reduction in administrative time, measured by comparing how long I previously spent replying to messages and scheduling appointments versus the time required with the new system.
· Decrease in booking errors, including double‑bookings or missed notes, which should reduce as the system automates scheduling and stores client information consistently.
· Client satisfaction, assessed through feedback, repeat bookings, and how confidently clients use the online system.
· System reliability, based on uptime, error rates, and how well the system performs during busy periods.
· Achievement of project objectives, including improved efficiency, fewer no‑shows, better record‑keeping, and a more professional booking experience.
Evaluation results will guide future improvements, helping Kings K9 Cuts continue to streamline operations and enhance customer experience.
[bookmark: _Toc238995648]Risk Management
Risk management ensures the booking‑system project is delivered safely, on time, and with minimal disruption to clients and daily operations. It involves identifying potential issues, analysing their likelihood and impact, and implementing mitigation strategies to reduce the chance of project failure. This section outlines the key risks associated with introducing a digital booking system at Kings K9 Cuts and how they will be controlled throughout the project lifecycle. (American Society of Insurance Management, 1969).
[bookmark: _Toc238995649]
Risk Identification and Categories
Risks for this project fall into four key areas. Technical risks relate to system setup, reliability, and potential software faults. Operational risks involve staff adoption, process changes, and delays during implementation. Data and security risks cover GDPR compliance, access control, and safeguarding client information.
Customer experience risks include client confusion, booking errors, feelings of a less personal service, and reduced satisfaction during the transition. Grouping risks this way supports clearer analysis and targeted mitigation.
[bookmark: _Toc238995650]Conclusion
By proactively identifying, analysing, and managing risks, the booking‑system project is more likely to be delivered on time, within budget, and with minimal disruption to clients. Effective risk management supports a smooth transition to digital booking and strengthens long‑term operational efficiency at Kings K9 Cuts.
[bookmark: _Toc238995651]Project Closure
Project closure ensures the booking‑system project is formally completed and transitioned into day‑to‑day use at Kings K9 Cuts. It provides a structured end point where deliverables are confirmed, performance is reviewed, and learning is captured to support future projects.
[bookmark: _Toc238995652]

Handover and Completion of Deliverables
All project deliverables will be checked against the original objectives to confirm successful completion. This includes:
· The booking system fully configured and operational.
· Client data migrated and verified.
· Staff trained and confident using the system.
· Clear booking instructions published for clients.
Once these deliverables are confirmed, ownership formally transfers from the project phase to business‑as‑usual operations.
[bookmark: _Toc238995653]Final Evaluation of Project Success
The project will be evaluated using the criteria established in the Monitoring and Evaluation section. This includes:
· Reduction in administrative time.
· Fewer booking errors.
· Improved client satisfaction and ease of use.
· Reliable system performance.
· Achievement of efficiency and professionalism objectives.
This evaluation determines whether the project has delivered the expected benefits and highlights any areas requiring further refinement.
[bookmark: _Toc238995654]Lessons Learned
Capturing lessons learned ensures future projects benefit from this experience. Key reflections are likely to include:
· The value of early testing and phased rollout.
· The importance of clear client communication during change.
· The effectiveness of structured planning tools such as the WBS and Gantt chart.
· Any challenges faced during data migration or training.
These insights support continuous improvement and strengthen future project delivery at Kings K9 Cuts.
[bookmark: _Toc238995655]Post Implementation Review
A formal review will take place three months after launch to assess long‑term performance. This includes analysing booking trends, client feedback, system reliability, and whether further adjustments or upgrades are needed. This review ensures the system continues to meet business needs and supports ongoing operational efficiency.
[bookmark: _Toc238995656]Closure Confirmation
Once evaluation and handover are complete, the project will be formally closed. Documentation will be archived, outstanding actions recorded, and the business will move fully into operational use of the new booking system.
[bookmark: _Toc238995657]Self-Audit
The self-audit reflects briefly on my performance as project manager during the booking system project. I demonstrated strong organisation using structured tools such as the WBS, Gantt chart, and risk register, which helped maintain clarity and control over tasks. Communication with clients was effective, particularly during the transition to the new system, and problem‑solving skills supported smooth progress when technical or operational issues arose.
Key challenges included balancing project work with daily grooming operations and developing confidence with digital configuration tasks. These areas highlight the need for improved time management and further development of technical skills. Overall, the project strengthened my understanding of project‑management principles and provided valuable learning that will support future improvements in both operational and project‑based work.



[bookmark: _Toc238995658]Personal Development Plan
This PDP outlines the key skills I aim to develop following the booking‑system project. The main focus areas are digital confidence, time management, project‑management capability, and communication during change.
	Development Area
	Actions
	Timeframe

	Digital skills – improve confidence with system configuration and basic data management.
	Complete short online courses and regular practice.
	3 months

	Time management – strengthen planning and balance between operations and project tasks.
	Weekly scheduling and fixed admin blocks.
	Review after 6 weeks

	Project management skills – continue applying tools such as WBS, Gantt Charts, and risk registers.
	Use them in smaller business improvements.
	Ongoing

	Client communication – improve clarity when introducing changes.
	Consistent messaging and feedback collection.
	3-month review

	Change management – build confidence leading clients through new processes.
	Study basic models and use progressive deployment.
	4 months



Overall, this Personal Development Plan provides a concise plan to strengthen the skills needed for future operational and project‑based improvements at Kings K9 Cuts.
[bookmark: _Toc238995659]

Appendices

	Project Task
	Responsible
	Accountable
	Consulted
	Informed

	Define project requirements
	Lauren (Owner)
	Lauren
	Staff (for workflow input)
	Clients

	Research and select booking system provider
	Lauren
	Lauren
	IT advisor/software provider
	Staff members

	System setup and configuration
	
Software provider
	Lauren
	Staff (testing usability)
	Clients (announcement of upcoming changes)

	Data migration (client records, appointment notes)
	Software provider
	Lauren
	Staff members (confirm accuracy)
	Clients

	Staff training on new system
	Lauren
	Lauren
	Software provider (training materials)
	Clients

	Pilot testing and troubleshooting
	Staff members
	Lauren
	Software provider
	Clients

	Full launch of booking system
	Lauren
	Lauren
	Staff members
	Clients

	Post-launch monitoring and evaluating
	Lauren
	Lauren
	Staff members
	Clients



[bookmark: _Toc238995660]Phase 1: Project Planning

	Task (from Gantt Chart)
	Responsible
	Accountable
	Consulted
	Informed

	Define Project Scope
	Lauren
	Lauren

	Staff members
	Clients

	Stakeholder Analysis
	Lauren

	Lauren

	Staff members
	Clients

	Research Booking options
	Lauren

	Lauren

	IT Advisor/software provider
	Staff members



[bookmark: _Toc238995661]

Phase 2: System Design & Setup

	Task (from Gantt Chart)
	Responsible
	Accountable
	Consulted
	Informed

	Select Booking platform
	Lauren
	Lauren
	Software provider
	Staff members

	Data Migration
	Software provider
	Lauren
	Staff members
	Clients

	System Configuration
	Software provider
	Lauren
	Staff members
	Clients

	Staff training
	Lauren
	Lauren
	Software provider
	Clients



[bookmark: _Toc238995662]Phase 3: Testing & Training

	Task (from Gantt Chart)
	Responsible
	Accountable
	Consulted
	Informed

	Conduct test runs
	Staff members
	Lauren
	Software provider
	Clients

	Client Pilot Testing
	Staff members
	Lauren
	Software provider
	Clients

	Gather feedback
	Staff members
	Lauren
	Clients
	Staff members



[bookmark: _Toc238995663]Phase 4: Deployment & Closure

	Task (from Gantt Chart)
	Responsible
	Accountable
	Consulted
	Informed

	Go Live
	Lauren
	Lauren
	Staff members
	Clients

	Monitor and support
	Lauren
	Lauren
	Staff members
	Clients

	Project Handover
	Lauren
	Lauren
	Staff members
	Clients
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