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	1-Project Definition 



	(The PID defines your project)
(By creating a PID, you'll answer the questions: What? Why? Who? How? When?)
(Who are you…..What is the Project all about?)
1- Purpose (background) - Why are you doing this work? 
The Hotel:
Describe the Marriott Hotel/Brand related items; hotel specific items
Describe the desired end result of this Project : (Marriott Brand Standard Audits – the standard of internal auditing occurring annually and why this is carried out)
2- Purpose Objectives (and how they will be measured) what specific outcomes will be achieved, and how will you measure these outcomes? (Cleanliness; Condition; Operations; Service; Financial Performance: Employee Engagement; Facilities Management; Leadership)
3- Project Scope - What are the boundaries for this project 
The Location:
The Competition:
(how the property fits into the local area- hotel size; refurb; local area; competition; accessibility; etc.)
4- Deliverables: (including dates of completion) 
What will the project deliver as outputs? 
Upon the completion of the 12 week placement, a comprehensive report covering all objectives will be delivered to the Hotel General Manager and Senior Leadership with Marriott International, that will include:
Departments Audited: Food and Beverage; Kitchen; Front Office; Housekeeping; Leisure; Sales & Marketing; Finance; Human Resources and Maintenance.
Recommendations:
Points: Total number of points will be calculated and documented on the report with recommendations for action/resolution.
Pass/Fail: Food Safety Items carry a Pass or fail. Failed items will require an action plan to resolve all deficiencies within 30 days of Audit Completion. 
5- Constraints: What things must you take into consideration that will influence your deliverables?
**These are external variables that you cannot control but need to manage. 
PESTLE analysis of external elements directly impacting the hotel that need to be considered
6- Assumptions: What assumptions are you making at the start of the project? 
SWOT analysis of assumptions that can be made based on the PESTLE analysis 
** identify only those you feel you will be able to develop/explore while conducting the internal audit 

	2- Confidence in the Audit Team (convincing them the project needs to go ahead)



	Build a business case to show why your project is going ahead. Describe the effect the project will have on the business, and support this with a detailed account of the risks that should be considered
1. Sell yourself here on desired outcome for ownership convincing them that you already have a really good detailed understanding of their product and so will be able to conduct an effective audit and bring added-value to their product.
1. You demonstrate that you understand the context of where the hotel fits in to the local area – stress how you can provide recommendations to be competitive in the Local Market; Improve Financial Performance; Service Delivery and to be Marriott Brand Standard Audit Compliant!

Cost/Benefit Analysis – costs of the project balanced against expected returns? –
Audit cost – what are these? What are the upfront costs and costs while on placement? Re-audits of those contested cost £1500 plus expenses.
(Food and meeting space for the team?)
Benefits –> Improvements – sales pitch – the cost for your services will be minimal compared to long lasting rewards!
Risk Analysis – Risks in the project. As a matter of comfort, you would be appointed a member of staff on shift to monitor the audit/results. This inspires confidence in the accuracy of the results. Behaviour of employees acting ‘business as usual’ and not tampering with results? Offer methods of mitigating any risk while conducting the audit. 


	
3-The Audit Team and the Project Plan


	Describe how the project will be organized and managed. Identify reporting lines, and outline specific roles that will be filled. 
· Project Manager: Who is the Project Manager, and what are his or her responsibilities?
· Project Team: Who are the key members of the project team? What are their roles and job descriptions? Areas of Expertise/Background And to whom do they report to on a daily basis?
· Project Control – How will you communicate the information and monitor progress
· Quality Control –how will the quality of deliverables be evaluated and monitored – (schedules; rotations weekday/weekend etc. to ensure you capture quality information required for the audit) 
· Start Date for Audit commencement
· Completion Date for Audit






	Project Manager 


__________________________________


Date:

_________________________________
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