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1. Introduction
Project management is a structured process that ensures projects are delivered efficiently, within agreed paramters of scope, time, cost, and quality, while meeting stakeholder expectations (PMI, 2021). 
A project is a temporary and individual endeavour designed to achieve a specific purpose, distinct from day to dy opertional work (Kerzner, 2017). Successful project management requires:
· Planning
· Execution
· Monitoring
· Evaluation
…combined with the strategic application of tools, methodologies, and leadership skills.
For AteamforStorage Ltd, a self-storage and logistics business in Swansea, UK, managing an Open Day represents an opportunity to; promote services, engage with customers, and enhance brand visibility. 
The business currently operates a storage yard with 58 containers (capacity for 160), van and 7.5t lorry hire, and offers related logistics services. Hosting an Open Day allows the company to:
· Increase customer engagement and awareness of storage solutions, van/lorry hire, and related products.
· Showcase new and existing services, building trust and credibility with the community
· Strengthen stakeholder relationships and establish new business partnerships
· Collect customer feedback to inform future service development

The Open Day project is an ideal case to apply project management theories and tools, including; Waterfall, Iterative, and V-Model methodologies, as well as planning, execution, control, and closure frameworks. By following the project lifecycle, the business can ensure all tasks are completed in an organised and systematic manner.
This report will provide an in depth project plan, detailing the whats and whys of the Open Day, the tools and techniques applied, stakeholder engagement, risk assessment, resource allocation, and reflection on the project manager’s skills. Critical analysis and evaluation are applied throughout, supporting practical application with academic literature and industry standards.


2. Tools and Techniques
Effective project delivery relies on the choice and application of appropriate methodologies. Three key approaches considered are Waterfall, Iterative, and V-Model. Each method offers advantages and limitations depending on project type, complexity, and environment.
2.1 Waterfall Methodology
The Waterfall methodology is a linear, sequential approach where each stage must be completed before moving to the next (Royce, 1970). Typical stages include initiation, planning, execution, monitoring, and closure.
Advantages:
· Clear structure, with defined milestones and deliverables
· Easy tracking of progress and performance
· Suitable for projects with well-defined requirements and outcomes (Schwalbe, 2019)
Disadvantages:
· Limited flexibility if changes arise during the project
· Late identification of issues until testing or execution stages
Application to Open Day:
Given that the Open Day has a fixed date, clearly defined tasks (venue booking, marketing, staffing, catering), and a predictable sequence, Waterfall provides structure and clarity. It ensures milestones are met, resources allocated efficiently, and risks mitigated in advance.

2.2 Iterative Methodology
Iterative project management involves cycles of planning, executing, and refining tasks. (Highsmith, 2009).
Advantages:
· Flexible and adaptable to changing requirements
· Promotes continuous improvement and feedback
Disadvantages:
· Less suitable for fixed-date events
· Requires ongoing evaluation, which may delay milestone completion

While iterative methods are ideal for software or product development projects where requirements evolve, the Open Day is date-bound, so iterative refinement would create inefficiencies.

2.3 V-Model Methodology
The V-Model emphasises verification and validation at each stage of the project (Beizer, 1995). Each development stagge has a corresponding testing stage, focusing on quality control.
Advantages:
· Emphasis on quality and verification
· Early identification of defects
Disadvantages:
· Complexity and rigidity make it less practical for simple event projects
· Resource-intensive, with testing phases unnecessary for operational activities

While quality is important, the V-Model’s verification phases are less relevant for an event-based project where testing is limited to logistics and operational rehearsals.

2.4 Methodology Selection
After evaluating all approaches, Waterfall methodology is selected. Its structured, sequential approach aligns with the predictable, fixed-date nature of an Open Day, allowing clear task management, deadlines, and accountability. Iterative and V-Model approaches are less suitable due to their complex nature.
Appendix A presents a diagram comparing Waterfall, Iterative, and V-Model, including advantages, disadvantages, and suitability for events.

3. Project Stages Overview
Projects are typically broken into stages to ensure all elements are completed effectively (PMI, 2021). For the Open Day project, the lifecycle includes:
1. Initiate – Define objectives, business case, scope, stakeholders, constraints, and risks.
2. Plan – Develop work breakdown structure, product breakdown structure, critical path, and Gantt chart.
3. Execute – Implement the plan, allocate resources, assign responsibilities, and deliver activities.
4. Control – Monitor progress, manage changes, ensure quality, and adhere to scope, time, and budget.
5. Close – Formal sign-off, evaluation of outcomes, lessons learned, and continuous improvement.
Breaking the project into stages ensures systematic progress, allows early detection of issues, and facilytates risk management and stakeholder engagement.

4. Initiate Stage
The Initiate Stage of a project is arguably the most critical phase, as it sets the foundation for all subsequent planning, execution, and control activities (PMI, 2021). For AteamforStorage Ltd, the Open Day project requires a clear Why and What ensuring alignment with business objectives and maximising the impact of the event.

4.1 Business Case
The business case defines why the project is being undertaken, demonstrating the value and expected benefits to the organisation. A strong business case links the project to strategic objectives and justifies investment of time, money, and resources (Turner, 2016).
For AteamforStorage Ltd, the Open Day aims to:
1. Raise brand awareness and visibility – Many potential customers in Swansea and surrounding areas may not be fully aware of the range of storage and logistics solutions offered.
2. Showcase services and new offerings – Demonstrating the 7.5t lorry hire, XLWB van hire, and storage container solutions, alongside products such as damp prevention Absorbopaks, provides a first witness experience for attendees.
3. Strengthen customer relationships – Engaging directly with existing customers fosters loyalty and encourages repeat business.
4. Identify potential business partnerships – Collaborating with local moving companies, property managers, and small businesses could expand market reach.
5. Gather feedback to improve services – Customer surveys and direct interactions provide insight into service quality and opportunities for improvement.
Key metrics for success:
· Minimum of 100 attendees, including existing and potential customers
· 10–15 new service enquiries generated during the event
· Positive feedback from 80% plus of attendees regarding overall event experience
· Successful media coverage via local press or social media channels
· Identification of at least 3 new business partnerships
The business case also considers financial justification, balancing the cost of the event against expected returns. Assuming a modest budget of £2,500, allocated to marketing, catering, and venue arrangements, the anticipated return includes increased bookings, new customer leads, and brand visibility, representing a measurable long-term benefit.
Appendix B includes a full business case template, detailing objectives, expected outcomes, estimated costs, and projected benefits.

4.2 Objectives
Objectives translate the business case into specific, measurable, achievable, realistic, and time-bound (SMART) goals (Doran, 1981). For this Open Day project, objectives are:

1. Attendance – Achieve a minimum of 100 attendees on the Open Day
2. Customer Engagement – Obtain 50 completed customer feedback forms
3. Service Promotion – Showcase all available storage, van, and lorry hire services
4. Partnership Development – Establish contact with at least 3 potential business partners
5. Social Media Coverage – Generate at least 200 social media interactions relating to the event
Each objective is linked to Key Performance Indicators (KPIs), which enable the project manager to monitor progress and assess success:
	Objective
	KPI
	Target

	Attendance
	Number of attendees
	100 plus

	Customer Engagement
	Feedback forms completed
	50 plus

	Service Promotion
	Number of enquiries per service
	10 plus per service

	Partnership Development
	Number of new business leads
	3 plus

	Social Media Coverage
	Social media interactions
	200 plus



Appendix C provides a detailed KPI tracking table, showing metrics for pre-event, during event, and post-event evaluation.

4.3 Risk Management
Effective project initiation requires identifying potential risks and mitigating them proactively (Hillson & Simon, 2012). 
Risk management begins with SWOT and PESTLE analyses, which highlight both internal capabilities and external threats.

4.3.1 SWOT Analysis
A SWOT analysis identifies Strengths, Weaknesses, Opportunities, and Threats associated with the Open Day.
	Strengths
	Weaknesses

	Established local reputation
	Limited staff for event management

	Existing customer base
	Small marketing budget

	Versatile logistics and storage services
	Limited experience hosting events

	Access to storage yard for onsite activities
	Reliance on external suppliers (catering, entertainment)



	Opportunities
	Threats

	Partnering with local businesses
	Poor weather conditions (if outdoors)

	Media coverage and social media promotion
	Low attendance due to competing events

	Customer feedback for service improvement
	Unexpected equipment or vehicle failures

	Introducing new services (damp prevention pads)
	Health & safety incidents



4.3.2 PESTLE Analysis
PESTLE analysis evaluates external factors that may affect the project (Yüksel, 2012):
	Factor
	Impact on Project

	Political
	Local council regulations for public events; permits required

	Economic
	Local economic conditions may affect attendance and spending

	Social
	Community interest in storage/logistics services; family-friendly event can increase participation

	Technological
	Availability of social media and online marketing to attract attendees

	Legal
	Compliance with health & safety, GDPR (for attendee data collection)

	Environmental
	Weather risks for outdoor events; need contingency plan (tents or indoor venue)





























4.3.3 Risk Matrix
Combining SWOT and PESTLE insights, a risk matrix helps prioritise risks based on likelihood and impact:
	Risk
	Likelihood (1–5)
	Impact (1–5)
	Risk Score
	Mitigation/Contingency

	Bad weather
	3
	4
	12
	Rent tents; alternative indoor venue

	Low attendance
	2
	5
	10
	Pre-event marketing; social media promotion

	Catering failure
	2
	4
	8
	Confirm suppliers; backup options

	Equipment failure
	1
	4
	4
	Test AV and logistics equipment in advance

	Staff shortage
	2
	3
	6
	Recruit volunteers; assign backup roles



A risk score above 10 (red zone) triggers immediate mitigation action. Moderate risks (5–10) require monitoring, while low risks less than 5) are noted and controlled. 
Appendix D contains a visual risk matrix diagram, highlighting high-priority risks.

4.4 Scope
The project scope defines the boundaries and deliverables.
In Scope:
· Venue arrangement (onsite storage yard or rented hall)
· Event marketing and promotion (flyers, social media campaigns)
· Staffing, including volunteers and internal employees
· Catering and refreshments
· Guest activities, demonstrations, and service showcases
· Data collection (customer feedback, leads)
Out of Scope:
· Long-term operational improvements unrelated to the event
· Offsite logistics unrelated to AteamforStorage services
· Follow-up sales or contracts post-event (handled by sales team)
Clearly defining scope prevents scope creep, a common cause of project delays and budget overruns (PMI, 2021).

4.5 Stakeholders and Communication Plan
Stakeholder analysis identifies who is impacted by the project and how to engage them (Bourne, 2006). Key stakeholders for the Open Day include:
	Stakeholder
	Interest/Impact
	Communication Method
	Frequency

	Management
	High – approves budget and objectives
	Meetings, reports
	Weekly

	Staff/Volunteers
	High – involved in execution
	Briefings, emails
	Weekly/pre-event

	Customers
	Medium – attending event
	Invitations, social media
	4 weeks pre-event

	Suppliers
	Medium – catering/entertainment
	Emails, calls
	2–3 weeks pre-event

	Local community
	Low – awareness/attendance
	Flyers, local press
	3 weeks pre-event



A communication plan ensures stakeholders are informed, engaged, and expectations managed. Appendix E contains the detailed communication plan table, including channels, responsibilities, and escalation procedures.

4.6 Constraints
Constraints are limitations affecting project delivery, often related to budget, time, resources, and logistics. Key constraints for the Open Day include:
· Budget: £2,500 limit for marketing, venue, and catering
· Staffing: Small internal team; reliance on volunteers
· Timeframe: Open Day must occur within a fixed 2-month window
· Venue availability: Requires confirmation in advance; alternative locations must be identified
By identifying constraints early, the project team can mitigate risks, prioritise activities, and make more efficient use of resources.

4.7 Cost-Benefit Analysis
A cost-benefit analysis evaluates financial and strategic value:
	Item
	Estimated Cost (£)
	Expected Benefit

	Marketing & Promotion
	500
	Increased awareness; attendance

	Catering & Refreshments
	700
	Improved attendee experience

	Venue Hire
	500
	Secured location for event

	Staffing/Volunteers
	300
	Smooth event operation

	Miscellaneous
	500
	Contingency for equipment, materials



Total Cost: £2,500
Expected benefits include increased customer leads, improved brand reputation, partnerships, and insights for service improvement. Even if direct revenue is modest, long-term strategic benefits justify investment.

5. Plan Stage
Planning is the phase where the concept of the project is translated into actionable steps, resources are allocated, timelines established, and dependencies identified. This stage ensures that execution can proceed smoothly while minimising risks and optimising resource utilisation (Kerzner, 2017). The Plan Stage for the Open Day project incorporates Work Breakdown Structure (WBS), Product Breakdown Structure (PBS), Critical Path Analysis (CPA), Gantt chart development, and resource planning.








5.1 Work Breakdown Structure (WBS)
The Work Breakdown Structure (WBS) is a hierarchical decomposition of the project into manageable tasks and deliverables. It enables the project manager to assign responsibilities, estimate costs, identify dependencies, and schedule activities effectively (PMI, 2021).
For the Open Day project, the WBS can be structured as follows:
Level 1: Open Day Event – AteamforStorage Ltd

Level 2:
1. Project Management & Planning
2. Venue & Logistics
3. Marketing & Promotion
4. Staffing & Team Management
5. Event Activities & Demonstrations
6. Health, Safety & Compliance
7. Post-Event Evaluation

Level 3:
1. Project Management & Planning
· Define project objectives and KPIs
· Develop project schedule and milestones
· Allocate budget and resources
2. Venue & Logistics
· Confirm venue booking
· Arrange layout, signage, and access points
· Arrange equipment, tables, chairs, AV systems
3. Marketing & Promotion
· Design flyers, posters, social media campaigns
· Contact local press for event coverage
· Email invitations to existing customers
4. Staffing & Team Management
· Assign roles and responsibilities (RACI matrix)
· Train volunteers and staff
· Schedule shifts and responsibilities
5. Event Activities & Demonstrations
· Product demonstrations (e.g., storage solutions, van hire)
· Guest speakers or entertainment
· Interactive workshops or customer engagement activities
6. Health, Safety & Compliance
· Conduct risk assessments
· Arrange first aid and safety personnel
· Ensure GDPR compliance for data collection
7. Post-Event Evaluation
· Collect feedback forms
· Analyse outcomes vs objectives
· Prepare lessons learned report

Appendix F contains a visual hierarchical WBS diagram, showing all levels and tasks.

5.2 Product Breakdown Structure (PBS)
While WBS focuses on tasks and activities, the Product Breakdown Structure (PBS) focuses on the physical and intangible deliverables of the project (Graham, 2015).
For the Open Day, PBS includes:
· Marketing Materials: Posters, flyers, banners, digital advertisements
· Venue Setup: Tents, tables, chairs, signage, AV equipment
· Service Demonstrations: Storage containers, van, lorry demonstrations
· Catering & Refreshments: Food, drinks, serving equipment
· Staff & Volunteer Allocation: Roles assigned and trained
· Safety & Compliance Measures: First aid kits, fire extinguishers, insurance
· Event Documentation: Feedback forms, photo/video records, report of outcomes
PBS ensures that every deliverable is covered, preventing omissions and clarifying responsibilities.
Appendix G contains a PBS diagram linked to the WBS hierarchy.



5.3 Critical Path Analysis (CPA)
Critical Path Analysis identifies the sequence of essential tasks that determine the project duration. It highlights which activities are time-sensitive and which have flexibility, enabling the project manager to focus resources effectively (Lock, 2020).
CPA for Open Day:
	Task
	Duration (days)
	Predecessor

	Venue confirmation
	5
	-

	Marketing material design
	7
	-

	Printing flyers
	3
	Marketing material design

	Staff allocation & training
	4
	-

	Catering confirmation
	3
	Venue confirmation

	Event setup
	1
	Venue confirmation, Equipment delivery

	Event execution
	1
	Event setup

	Feedback collection & analysis
	3
	Event execution

	
	
	



Appendix H contains a network diagram showing all tasks, dependencies, and critical path.












5.4 Gantt Chart
A Gantt chart provides a visual timeline of all tasks, their duration, and dependencies. It allows the project manager to monitor progress, adjust schedules, and coordinate resources (Schwalbe, 2019).
Example Gantt chart tasks for Open Day:
	Task
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8

	Venue booking
	X
	
	
	
	
	
	
	

	Marketing design
	X
	X
	
	
	
	
	
	

	Flyer printing
	
	X
	X
	
	
	
	
	

	Staff allocation/training
	
	X
	X
	
	
	
	
	

	Catering confirmation
	
	
	X
	
	
	
	
	

	Event setup
	
	
	
	
	
	X
	
	

	Event execution
	
	
	
	
	
	
	X
	

	Feedback collection
	
	
	
	
	
	
	X
	X



The Gantt chart is integrated with CPA, ensuring critical path tasks are highlighted, and slack times are managed efficiently.
Appendix I contains the Gantt chart.

5.5 Resource Planning and Allocation
Resource planning ensures that human, financial, and material resources are available when needed. For the Open Day, resource allocation considers:
· Staff & Volunteers: 5 internal staff and 3 volunteers, assigned to registration, demonstrations, catering, and feedback collection.
· Budget Allocation: £2,500 allocated as per the cost-benefit plan in the Initiate Stage.
· Equipment & Materials: Tables, chairs, signage, AV systems, feedback forms, catering supplies.
· Suppliers & Partners: Catering, entertainment, tent hire, printing companies.
Resource conflicts are resolved during planning, and contingency arrangements are made for shortages (e.g., backup staff, alternate supplier contacts).

5.6 RACI Matrix
A RACI matrix defines who is Responsible, Accountable, Consulted, and Informed for each task. It clarifies roles, prevents duplication, and ensures accountability (PMI, 2021).
	Task
	Responsible
	Accountable
	Consulted
	Informed

	Venue booking
	Operations Manager
	Project Manager
	Staff
	Stakeholders

	Marketing materials
	Marketing Lead
	Project Manager
	Suppliers
	Customers

	Catering
	Admin Staff
	Project Manager
	Catering Supplier
	Staff

	Event setup
	Staff & Volunteers
	Project Manager
	Venue Manager
	Stakeholders

	Event execution
	Staff & Volunteers
	Project Manager
	Suppliers
	Customers

	Feedback analysis
	Project Manager
	Management
	Staff
	Stakeholders



Appendix J contains the full RACI matrix with all tasks and responsibilities.
















5.7 Plan Summary
The Plan Stage converts project objectives into a structured roadmap, detailing tasks, timelines, responsibilities, and resources. 
The combination of WBS, PBS, CPA, Gantt charts, and RACI matrix ensures that:
· Dependencies are clear
· Critical tasks are prioritised
· Resources are allocated efficiently
· Risk is mitigated proactively
· Stakeholders remain informed and engaged

By investing significant effort in planning, the Open Day project for AteamforStorage Ltd reduces the likelihood of delays, cost overruns, and scope creep, while maximising the impact of the event.

6. Execute Stage
The Execute Stage is where the project plan is implemented. Tasks are carried out according to the schedule, resources are deployed, and the project team performs their assigned roles. Successful execution requires clear communication, effective coordination, and adaptive problem-solving (Kerzner, 2017).

6.1 Team Roles & Responsibilities
For the Open Day, the RACI matrix (Appendix J) informs role allocation:
· Project Manager: Oversees the event, coordinates staff and vendors, monitors KPIs.
· Operations Staff: Set up the venue, manage logistics, ensure equipment is operational.
· Marketing Lead: Ensures promotional materials are visible and social media updates are posted in real-time.
· Volunteers: Assist with guest registration, guidance, and feedback collection.
· Catering Supplier: Delivers and serves food/drinks on schedule.
· Entertainment/Guest Speakers: Deliver planned content to engage visitors.
Effective role assignment ensures accountability and avoids task overlap, minimising operational confusion during the event.

6.2 Implementation Considerations
Key actions during execution include:
1. Venue Setup: Arrive early to arrange signage, seating, AV equipment, and safety provisions.
2. Task Monitoring: Team leads track progress using checklists, ensuring each WBS task is completed on schedule.
3. Risk Management in Action: Monitor environmental risks, e.g., weather. Backup tents are ready, and an indoor alternative is available.
4. Stakeholder Communication: Staff brief visitors on safety and event highlights; updates sent to management in real-time.

6.3 Practical Tools During Execution
· Kanban Board: Tracks tasks in progress, completed, and pending (Appendix K).
· Daily Briefings: Quick stand-ups to assess progress and address challenges.
· Checklists & Documentation: Ensure nothing is overlooked and provide evidence for post-event evaluation.
Academic Insight: Execution quality directly affects scope, time, cost, and quality—the Iron Triangle (Atkinson, 1999). 
For example, if staffing shortages occur, tasks may take longer, impacting event quality.

7. Control Stage
The Control Stage involves monitoring project performance, addressing deviations, and ensuring objectives are met. Effective control minimises risks and ensures alignment with the initial plan (PMI, 2021).

7.1 The Iron Triangle
The Iron Triangle represents the interdependence of scope, time, and cost, with quality at the center. For the Open Day:
· Scope: Number and type of activities (e.g., demonstrations, workshops).
· Time: Event preparation and execution schedule.
· Cost: £2,500 budget allocation.
Example: If catering costs unexpectedly rise, either scope must be reduced or additional funding sourced to maintain quality.

7.2 Change Management Process
All changes are logged in a Change Log, approved by the Project Manager, and assessed for risk impact. Example: Moving the event indoors due to rain triggers adjustments in logistics, staffing, and AV setup. Risk matrices are updated accordingly.

7.3 Monitoring Tools
· Gantt Chart Updates: Tasks marked as completed or delayed.
· Checklists & Feedback: Staff monitor guest satisfaction during the event.
· Cost Tracking: Real-time tracking ensures adherence to budget.
These control measures allow the project team to adapt without compromising objectives.

8. Close Stage
Project close ensures formal acceptance, evaluation, and reflection (Lock, 2020). Key activities:
1. Client/Management Sign-Off: Project Manager confirms all deliverables completed; stakeholders approve outcomes.
2. Post-Event Evaluation: Feedback forms analysed for visitor satisfaction and operational efficiency.
3. Lessons Learned: Identify successes (e.g., social media engagement) and improvement areas (e.g., registration efficiency).
4. Documentation: WBS, PBS, CPA, Gantt charts, and risk logs archived for future projects.
Closing a project formally embeds organisational learning and improves future event planning.

9. As a Project Manager
9.1 Key Skills of a PM
· Leadership: Motivating staff and volunteers.
· Communication: Clear instructions and stakeholder updates.
· Time Management: Keeping tasks on schedule.
· Risk Management: Identifying and mitigating potential problems.
9.2 Self-Evaluation
· Strengths: Organisation, communication, and experience managing AteamforStorage Ltd logistics.
· Weaknesses: Limited experience in event promotion and entertainment coordination.
9.3 Personal Development Plan (PDP)
· Attend event management workshops to enhance promotion skills.
· Shadow an experienced PM during similar events.
· Develop contingency planning exercises to improve adaptability.
 Continuous professional development ensures readiness to manage increasingly complex projects.
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