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1. Introduction	
According to Kerzner (2022, p.4), project management is essential in coordinating resources, schedules, and stakeholder expectations to achieve successful project outcomes. Similarly, Burke (2013, p.7) explains that event projects require careful planning because they involve strict timelines, resource coordination, and customer satisfaction objectives.
Machinery World is a specialist commercial enterprise engaged in the acquisition, refurbishment, and resale of second-hand ice cream machines. Operating within a niche but growing segment of the food equipment market, the company has identified a strategic opportunity to host an Open Day event designed to strengthen client relationships, attract prospective buyers, and showcase the quality of its refurbished equipment portfolio. Project Management Institute (PMI) defined project management as "the application of knowledge, skills, tools, and techniques to project activities to meet project requirements" (PMI, 2021, p.4). This document constitutes a formal project plan developed in accordance with established project management methodology and the principles articulated by the Association for Project Management (APM, 2019, p.4). The plan covers every stage of the Open Day project’s lifespan, including planning, execution, closure, and initiation — providing Machinery World with a structured, evidence-based roadmap for successful event delivery.
2. Aim, Objectives, and Scope of the Project
Project Aim
The aim of the Machinery World Open Day project is to plan, coordinate, and deliver a professionally executed one-day event that increases brand visibility, generates qualified sales leads, and provides existing and prospective clients with a live demonstration of Machinery World's refurbishment capabilities and machine inventory that promotes the company’s refurbished ice cream machinery, strengthens stakeholder relationships, and generates new business opportunities.
SMART Objectives
Project objectives should be specific and measurable to support effective project control and evaluation (Heagney, 2016, p.9). Gray and Larson (2021, p.4) state that clearly defined objectives improve communication among stakeholders and help teams remain focused on project priorities.
In line with Doran’s (1981, p.35) widely adopted SMART framework the following objectives have been established:
1. To secure a suitable venue and confirm booking no later than twelve weeks prior to the event date.
1. To produce and distribute marketing materials — including printed flyers, posters, and digital content — to a minimum of 200 contacts no later than six weeks before the event.
1. To register a minimum of 80 attendees via a formal attendance management system prior to the event.
1. To deliver a structured event programme with at least four scheduled activities, including machine demonstrations, a Q&A session, and a networking lunch.
1. To complete and distribute a post-event evaluation report within ten working days of the event, incorporating attendee feedback data.
Project Scope
The scope of this project encompasses all activities directly related to the planning and delivery of a single Open Day event. Specifically included are: venue research and booking; design and distribution of marketing materials; development and management of an attendee registration system; creation and execution of an event programme; and post-event evaluation. Excluded from scope are: any permanent infrastructure changes to Machinery World premises; ongoing marketing campaigns beyond those directly tied to the Open Day; and sales negotiations or commercial transactions conducted during the event. As Wysocki (2019, p.113) observes, a well-defined scope boundary is essential for preventing scope creep, which is one of the most frequent reasons why projects fail.
Project Scope Statement must be enforced, detailing explicitly what is included (In-Scope) and what is excluded (Out-of-Scope) from the project boundary.
In-Scope Components: The project boundary encompasses the end-to-end lifecycle management of the Open Day, including: full lease and layout configuration of the primary workshop and showroom; formal vendor procurement and booking of professional AV equipment and premium catering services; creation and multi-channel distribution of all digital and physical marketing collateral; development and deployment of a secure, automated digital attendance registration and automated follow-up system; management of live engineering demonstrations on five distinct models of refurbished ice cream machines (soft-serve, batch freezers, and pasteurizers); full implementation of a comprehensive site health, safety, and liability insurance regime; and the post-event data aggregation, survey analysis, and delivery of the final evaluation report.
Out-of-Scope Components: To preserve project focus and budget alignment, the following elements are explicitly excluded from the scope: the execution of any permanent structural modifications, civil works, or architectural renovations to the Machinery World facilities; the provision of organized guest transport, flights, or overnight hotel accommodations for attendees; the physical sale or commercial distribution of actual food products or consumable ice cream mixes for off-site consumption; any long-term digital or print marketing campaigns extending beyond the immediate two-week post-event window; and the provision of localized machinery warranty extensions or custom servicing agreements exceeding the standard corporate parameters, unless explicitly negotiated by the sales department outside the event framework.
3. Main Body
Project Outputs (Deliverables)
Turner (2016, p.21) defines a project output as “a tangible or intangible product that a project is required to produce”. 
The successful execution of the Machinery World Open Day depends upon the meticulous development, verification, and integration of five core project deliverables. Each deliverable serves as a vital structural pillar, supporting both operational compliance and commercial efficacy (Larson and Gray, 2021, p.112).
Five principal deliverables have been identified for the Machinery World Open Day:
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These five deliverables collectively constitute the minimum viable output of the project. Each is assigned to a named responsible party and carries a clearly articulated deadline, consistent with the output-focused approach. 
Stakeholders & Communication Plan
Stakeholder management is widely regarded as a critical success factor in project delivery. Freeman (1984, p.46) showed that stakeholder represents "any group or individual who can affect or is affected by the achievement of the organisation's objectives". Proactive stakeholder engagement — rather than passive identification — is the distinguishing feature of successful project managers. Turner (2016, p.92) states that stakeholder collaboration improves project quality and reduces conflict.
Stakeholder Identification and Classification
The following stakeholders have been identified and classified as either internal (within Machinery World) or external (outside the organisation):
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Power–Interest Grid Analysis
Using Johnson and Scholes’ (2008, p.156) Power–Interest Matrix, stakeholders are mapped into four quadrants. The Managing Director and Project Manager occupy the Manage Closely quadrant (high power, high interest), requiring detailed, frequent communication. The Sales & Operations Manager also falls here, given operational authority. The Marketing Team and Venue Provider sit in the Keep Satisfied quadrant (high/medium power, medium interest). Existing clients and prospective buyers are classified as Keep Informed (low power, high interest), while trade media are Monitor stakeholders (low power, low interest). As Bourne (2009, p.112) cautions: "stakeholders who feel ignored can rapidly become obstacles", and therefore even low-power stakeholders are allocated defined communication touchpoints.
Communication Plan
The communication plan below specifies what each stakeholder group requires, at what frequency, through what medium, and who is responsible for delivery. 
The communication plan is designed to ensure stakeholders receive accurate information at the correct time. Young (2016, p.167) argues that poor communication is one of the leading causes of project failure. Therefore, different communication methods are selected according to stakeholder needs and influence.
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	Print / Design Supplier
	Design brief, file formats, quantities
	Email + phone call
	At brief stage and at delivery
	Marketing Team
	Confirm proofs in writing; penalties for late delivery in contract

	Trade Media
	Press release, spokesperson contact
	Email press release
	Once (4 weeks before)
	Marketing Team
	Follow up if no response within 5 working days



The Managing Director holds ultimate authority over budget approval, strategic direction, and the decision to proceed or abort the project. The Project Manager holds significant delegated power in day-to-day delivery decisions.
The Venue Provider (if they cancel or change terms) and the MD (if budget is withheld) represent the greatest external and internal threats to project continuity. The Marketing Team's output is also a dependency for several downstream tasks.
The MD and Sales & Operations Manager require the most intensive stakeholder management — both have high power and high interest, and their sustained engagement is critical to project momentum, as recommended by Cleland and Ireland (2006, p.234).
Activities & Work Breakdown Structure
The PMI (2021, p.156) defines the Work Breakdown Structure (WBS) as "a hierarchical decomposition of the total scope of work to be carried out by the project team to accomplish the project objectives and create the required deliverables". 
Maylor (2010, p.134) emphasized that a Work Breakdown Structure (WBS) divides the project into manageable sections and tasks. The WBS for this project is structured across five phases:
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	3.1.2 Registration desk management
	—

	
	
	
	3.1.3 Run event programme
	—

	
	
	
	3.1.4 Machine demonstrations
	—

	
	
	
	3.1.5 Networking lunch facilitation
	—

	4.0
	Monitoring & Control
	4.1 Progress Tracking
	4.1.1 Weekly status reports
	—

	
	
	
	4.1.2 Risk register updates
	—

	
	
	
	4.1.3 Budget variance reviews
	—

	5.0
	Closure
	5.1 Post-Event Evaluation
	5.1.1 Distribute feedback surveys
	D5

	
	
	
	5.1.2 Analyse feedback data
	D5

	
	
	
	5.1.3 Compile evaluation report
	D5

	
	
	
	5.1.4 Lessons-learned session
	D5


This structural clarity ensures that every subsequent project management artifact—including the schedule, responsibility matrices, and cost ledgers—is directly linked back to a verified, distinct corporate work package, eliminating structural ambiguity, as Kerzner (2022, p.366) highlighted. 
Pinto (2019, p.145) explains that WBS structures improve accountability and resource allocation by clearly identifying project activities and tasks.
Tasks, Milestones & Responsibilities
Milestones are important checkpoints used to measure project progress, according to Office of Government Commerce (2009, p.17). The following milestones apply to a twelve-week pre-event planning horizon, with Week 1 being the project kick-off week and the event scheduled at the end of Week 12:
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Milestone M7 — the Open Day itself — is the central event from which all preceding milestones are reverse-engineered, consistent with the principle of backwards planning advocated by Wysocki (2019, p.187). The Responsibility Assignment Matrix (RAM) below maps tasks to named roles using a RACI framework (Responsible, Accountable, Consulted, Informed), as recommended by Cleland and Ireland (2006, p.268):
[image: ]
R = Responsible | A = Accountable | C = Consulted | I = Informed


Resources & Cost Accounts
Resource management is the process of identifying, allocating, and monitoring of material, financial, and human resources throughout the course of a project. Lock (2020, p.265) notes that "resource scheduling is one of the most complex challenges a project manager faces", particularly when human resources must be balanced across concurrent tasks. The following table presents a consolidated cost account, integrating human resources, estimated hours, and applied day rates to produce a total project budget.
[image: ]
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The estimated total project cost is £12,469, inclusive of a 10% contingency reserve in line with the risk-adjusted budgeting approach.
The relationship between tasks, resources, and costs is essential because each project activity requires labour, materials, and financial support. Kerzner (2022, p.464) states that accurate cost estimation improves budget control and reduces financial risk.
The contingency reserve has been included to manage unexpected costs, such as equipment repairs or additional catering requirements. Wysocki (2019, p.318) explains that contingency planning improves project flexibility and reduces operational disruptions.
 The link between tasks, resources, and costs is maintained through the RACI matrix above, which identifies the responsible individual for each task, and the cost account table above, which monetises those responsibilities. This triangulation ensures accountability at every level of the budget and allows the Project Manager to trace any cost variance to a specific task owner. 
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WBS  Code  Phase  Activity  Task  Deliverable  Ref.  

1.0  Initiation  1.1 Project  Setup  1.1.1 Draft project brief  —  

   1.1.2 Agree scope and  objectives  —  

  1.2 Stakeholder  Register  1.2.1 Identify  stakeholders  —  

   1.2.2 Develop  communication plan  —  

2.0  Planning  2.1 Venue  Research  2.1.1 Identify candidate  venues  D2  

   2.1.2 Site visits and  evaluation  D2  

   2.1.3 Negotiate and  confirm booking  D2  

  2.2 Marketing  2.2.1 Develop  marketing strategy  D3  

   2.2.2 Design flyers and  posters  D3  

   2.2.3 Create digital  content  D3  

   2.2.4 Distribute  materials  D3  

  2.3 Registration  2.3.1 Select registration  platform  D4  

   2.3.2 Build and test  registration form  D4  

   2.3.3 Launch  registration portal  D4  

  2.4 Programme  Design  2.4.1 Define event  schedule  D1  

   2.4.2 Confirm  speakers/demonstrators  D1  

   2.4.3 Finalise  programme and brief  staff  D1  

3.0  Execution  3.1 Event Day  Operations  3.1.1 Venue setup and  AV check  —  
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Ref  Milestone  Description  Target  Week  Responsible  

M1  Project Kick - Off  Signed project  brief; stakeholder  register complete  Week 1  Project Manager  

M2  Venue Confirmed  Signed booking  contract and  layout approval  received  Week 2  Project Manager  

M3  Registration Live  Online registration  portal tested and  publicly launched  Week 4  Marketing Team  

M4  Marketing Materials  Distributed  All print and  digital assets sent  to target  audiences  Week 6  Marketing Team  

M5  80 Registrations  Achieved  Minimum  attendee  registration target  met  Week 10  Sales Manager  

M6  Event Programme  Finalised  Confirmed  schedule briefed  to all staff  Week 10  Project Manager  

M7  Open Day  Delivered  Event executed in  full according to  programme  Week 12  All Teams  

M8  Evaluation Report  Issued  Post - event report  distributed to MD  and stakeholders  Week 14  Project Manager  
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Task  PM  MD  Sales  Mgr  Marketing  Tech  Staff  Venue  

Draft project brief  & scope  R/A  C  C  I  I  I  

Venue research &  booking  R  A  C  I  I  C  

Design marketing  materials  I  A  C  R  I  I  

Distribute  marketing  materials  I  A  R  R  I  I  

Build registration  system  C  A  R  R  I  I  

Manage  registration data  I  A  R  C  I  I  

Finalise event  programme  R/A  C  C  C  C  I  

Brief technical staff  C  I  A  I  R  I  

Event day setup  C  I  A  I  R  R  

Run event  programme  R/A  I  C  C  C  I  

Distribute feedback  surveys  R  I  A  C  I  I  

Compile evaluation  report  R/A  C  C  C  I  I  
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Task  Assigned  To  Days  Rate  (£/day)  Labour  Cost  (£)  Other  Costs (£)  Total (£)  

Project setup  & planning  Project  Manager  3  £450  £1,350  £0  £1,350  

Stakeholder  register &  comm plan  Project  Manager  1  £450  £450  £0  £450  

Venue  research, site  visits, booking  Project  Manager  + Sales  Mgr  2  £400  avg  £800  £250  (travel)  £1,050  

Venue hire fee  Venue  Provider  —  —  —  £1,500  £1,500  

Marketing  strategy  development  Marketing  Team  2  £300  £600  £0  £600  

Graphic  design: flyers  & posters  Design  Supplier  3  £280  £840  £0  £840  

Print  production  (flyers x500,  posters x50)  Print  Supplier  —  —  —  £420  £420  

Digital content  creation  Marketing  Team  2  £300  £600  £0  £600  

Email  campaign  execution  Marketing  Team  1  £300  £300  £80  (platform)  £380  

Registration  system build &  test  Marketing  Team  2  £300  £600  £120  (software)  £720  

Registration  management  (pre - event)  Sales  Manager  1  £350  £350  £0  £350  

Event day  setup &  breakdown  Technical  Staff x2  1  each  £200  £400  £150  (materials)  £550  

Event  programme  delivery  PM +  Sales Mgr  1  £400  avg  £400  £0  £400  
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Catering  (networking  lunch, 80  guests)  Catering  Supplier  —  —  —  £1,600  £1,600  

AV equipment  hire  AV  Supplier  —  —  —  £400  £400  

Post - event  survey  distribution  Project  Manager  0.5  £450  £225  £0  £225  

Feedback  analysis &  evaluation  report  Project  Manager  2  £450  £900  £0  £900  

Miscellaneous  / contingency  (10%)  —  —  —  —  —  £1,134  

TOTAL  PROJECT  BUDGET       £12,469  
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#  Deliverable  Description  Due Date  

D1  Event Programme  Schedule  Detailed timetable of all  activities on the day,  circulated to staff and  registered attendees  2 weeks before event  

D2  Venue Booking  Confirmation  Signed documentation  confirming venue  availability, layout  approval, and facilities  checklist  12 weeks before  event  

D3  Marketing & Promotional  Materials  Branded flyers,  posters, and digital  content (email and  social media assets) for  event promotion  6 weeks before event  

D4  Attendance Registration  System  Online registration form  with automated  confirmations, waitlist  management, and live  attendance tracking  8 weeks before event  

D5  Post - Event Evaluation  Report  Structured report  covering attendance  figures, feedback  survey analysis,  financial outturn, and  lessons learned  10 working days  post - event  
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#  Stakeholder  Type  Power  Interest  

S1  Machinery World  MD / Owner  Internal  High  High  

S2  Sales &  Operations  Manager  Internal  High  High  

S3  Marketing Team  Internal  Medium  High  

S4  Warehouse /  Technical Staff  Internal  Low  Medium  

S5  Project Manager  (Consultant)  External  High  High  

S6  Venue Provider  External  Medium  Medium  

S7  Existing Clients  External  Low  High  

S8  Prospective  Buyers  External  Low  High  

S9  Graphic Design /  Print Supplier  External  Low  Medium  

S10  Local Press /  Trade Media  External  Low  Low  
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Stakeholde r  Information  Needed  Medium  Frequenc y  Responsibl e  Notes  

MD / Owner  Budget  outturn, risk  log, milestone  status  Formal  report + 1:1  meeting  Weekly  PM  Decisions  on budget  variances  require MD  sign - off  within 48  hours  

Sales &  Ops  Manager  Task  progress,  resource  allocation,  attendee  numbers  Project  status email  + weekly  stand - up  Weekly  PM  Escalation  path if tasks  slip; co - signs  operational  decisions  

Marketing  Team  Campaign  brief,  deadlines,  asset  approvals  Briefing doc  + Slack  channel  updates  Bi - weekly  Sales Mgr  All creative  assets  require MD  sign - off  before print  or  publication  

Technical  Staff  Event day  brief,  equipment  prep checklist  Email +  briefing  session  Once (2  weeks  before  event)  Ops  Manager  On - call  contact  number  required on  event day  

Venue  Provider  Event  requirements,  layout spec,  F&B brief  Email + site  visit  At contract  stage, then  2 weeks  before  PM  Written  confirmation  required for  all changes  to layout  

Existing  Clients  Event  invitation,  agenda,  registration  link  Personalise d email +  follow - up  call  Once (6  weeks out)  + reminder  1 week  before  Sales  Manager  Segment by  purchase  history for  personalise d  messaging  

Prospective  Buyers  Open Day  promotion,  machine  listings, value  proposition  Email  campaign +  social media  Twice (6  weeks + 2  weeks  before)  Marketing  Team  Track open  rates; re - target non - openers  
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