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There are projects everyday around us where we live. The activities that we perform everyday includes various typed of projects and also the various ways to manage these projects. Projects can be related to software development, business projects to increase the productivity of the employees, designing of a business university events etc. Project management in a technical aspect that includes a critical process with demands for the application of skills, tools, knowledge process, techniques and deliverables to the activities of a particular project (Teamgantt.com. 2020). For the particular assignment we will design a project management plan for annual event at University of Cambridge. The event will be organized in November 2020 and project management framework needs to be established. 
[bookmark: _Toc49454103]Overview of the project 
In this section we will outline and provide a picture of the entire project that will be carried out. Here elements like scope, objectives, assumptions, rationale key stakeholder and key project team members, will be considered for detailing the project overview. 
Scope 
The event will be organised by the University of Cambridge in order to celebrate the annual day event of the University. 
The project will include following activities for the event:
· Booking and decorating a venue for the event to take place
· Managing the performances in a sequence that will take place 
· Sending invitations to all the parents and other management team members.
· Arranging for volunteers for the event.
· Arranging sponsors for the event
Objectives
· Planning of each activity that is to be conducted in the event.
· Delivering the highest quality for the project through total quality management.
· Handling the risks that will be taking place during the project execution
· Completing the project within the stipulated time that is before November 2020
Rationale 
The rationale behind this project is awarding the students who have exceled throughout the year in different subjects like academics, sports, extra curriculum activities and etc. This event project is undertaken to showcase achievements of the students in front of their parents as well as management team of the university. The students will also get an opportunity to showcase their unique talents on the stage. This will also help in increasing the reputation of the organization so that students are attracted towards the university. 
Assumptions 
We have also taken certain assumptions for the delivering the project:-
· The venue will be near the school address and will be a large auditorium  
· The event will be conducted in the last week of November 2020
· The performance at the stage show will be done by teachers as well as students.
· Food and drinks will be served at the event. 
· The invitations will be sent to trustees, owners, management and parents.
Constraints 
· The first and foremost constraint for the above project is the budget constraint for the project. There has been a very restricted budget for the project that restricts the quality to be delivered.
· There is also scope constraint in the project due to budget constraint as the limited budget may not be able to fulfil all the deliverables in the project. 
· There is also constraint regarding the time of the project as lot of activities needs to be delivered within a short span of time (The 6 Project Constraints & How to Manage Them | Workfront, 2020). 
Work Breakdown Structure
Breaking of the work into smaller tasks can help the project manager to work easily. The breakdown of the work into smaller tasks is technique to increase the productivity further and therefore make the work much more manageable (Work Breakdown Structure, 2020). The WBS for the following activity is:-


Key Stakeholders
· Students
· University and its faculty members
· Parents
· Management of the School
· Invitees
· Project Management Team 
Key Project Team Members 
· Project Manager
· Key Supervisor
· Finance Manager
· Volunteers
· Risk Manager
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Here we will present the estimated resources that will be needed for preparation of the project that includes the financial resources.
Resource Analysis 
The resources required for the project are:-
Financial resources- The financial resource is the money that has been provided to conduct the entire event (Quas et al,. 2020). Here there has been limited amount of money allocated for the event. Therefore the resources for the project needs to be adjusted within a limited budget. 
Human Resources- These are extremely necessary resources for the project to be completed in right manner (Browne et al,. 2016). A large number of human resources will be required to complete the project within a given time period. 
Technical resources- These are the tools that will be require to conduct the project. These tools will help in tracking the progress of the project as per the activities and therefore will help the manager to complete the project on time (Vanhoucke,. 2016). 
Estimated Budget Plan 
	Project Requirements
	Cost (£)

	Venue 
	14500

	Stage set up 
	6000

	Installations and equipment
	2500

	Performers with musicians
	8000

	Tables and chairs
	2000

	Invitation cards
	1500

	Refreshment (including cutlery)
	950

	Stationery
	350

	Miscellaneous expenses
	1000

	Total costs
	36800
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This gives us a picture of the time required for the project using the project management tools like Gantt chart and Network Diagram. 
Schedule- Gantt Chart 
	Activities 
	Week 1
	Week 2
	Week 3
	Week 4-6
	Week 7-9
	Week 10-12
	Week 13-14
	Week  15-16

	Selecting the venue 
	
	
	
	
	
	
	
	

	Decorating the Venue
	
	
	
	
	
	
	
	

	Setting the stage and installing the systems 
	
	
	
	
	
	
	
	

	Performance Rehearsals
	
	
	
	
	
	
	
	

	Preparing the guest list  
	
	
	
	
	
	
	
	

	Sending invitations 
	
	
	
	
	
	
	
	


*Start date of the project will be taken as 27th August 2020. 
Network Diagram and Critical path Analysis

Critical Path = Selecting the venue + Deciding the food menu + Selecting the caterer + Selecting the students for performance+ Conducting rehearsals + selecting the decorations +Selecting the host for the show + selecting the guest list + sending the invitations.
= (3 + 1 + 2 + 6 + 20 + 8 + 3 + 2 + 15) = 60 Days 
Project Schedule of Deliverables 
	Major Milestone/Deliverable
	Estimated Completion Date

	Selection and Hiring of Venue 
	30th August 2020

	Presentation of the complete plan to the Sponsors
	5th September 2020

	Completion of Rehearsals 
	30th September 2020

	Setting up Stage , decorations and other tools
	15th October 2020

	Sending invitations
	1st November 2020
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The process of risk management process is a framework for the actions that needs to be taken. There are certain steps that needs to be taken to manage risk in any project that is being carried out. Tis includes identifying of risks, analysing the risk, prioritizing the risk, implementing solutions and then finally monitoring the risk. A risk registers helps in recording all the risks that arise so that they can be managed properly and also ensured that further risks do not rise in future. 
Risk Register 
	Potential risks
	Likelihood/ seriousness
	Degree of Impact
	Possible Impacts
	Risk mitigation

	Problems in planning due to frequent changes 
	L/C
	Medium
	· Confusion among the team members.
· Repetition of tasks.
· Delay in the entire project

	· Planning for alternative solutions in order to meet adjust to the changes easily.
· Planning to finish the project 20 days before the estimated time so any further changes do not impact time of the project. 


	Students not willing to participate in the Function
	M/B
	Low- Medium
	· Unsuccessful event,
· Invitees will not be interested.
· The stage and the instalments of sound systems will be use less
	· Providing benefits to the students in form of food and refreshments.
· Showcasing of the students’ performance on social media

	Conflicts among team members
	H/A
	Medium to High
	· Quality of the deliverables will get affected
· Lack of communication and coordination among the members
· Desired outcomes will not be delivered

	· Providing the solutions for the conflicts. 
· Resolving the conflicts among the team members.
· Ensuring communication process does not gets affected. 

	Low funds for the installations systems and tracking the progress of the project. 
	H/A
	High
	· Quality of the stage put will get impacted since the lack of resources. 
· Chances of the installation systems getting impacted due to low quality of the installation systems. 
	· Planning the best quality goods available in low budgets.
· Keeping backup goods ready in case there is a problem with the sound systems.
· Restricting the budgets for other activities. 

	Lack of resources 
	M/C
	High 
	· Completion of the project activities will take longer time. 
· Some activities needs to be altered 
· Stakeholders may not approve f the event activities. 
	· Acquiring the resources at the earliest. 
· Finding alternative resources in place of those that are unavailable. 
· Connecting to a strong network of suppliers. 

	Accidents on work field
	M/C
	Medium- High 
	· Lack of the human resources.
· Delay in activities of the project. 
	· Keeping the first aid box ready. 
· Ensuring safety measures are taken for employees so that accidents are not repeated. 
· Keeping extra labour resources ready in case there is critical accident.  

	Sponsors stepping out of the project
	M/B
	High
	· Budgets can be limited further.
· The event may not be carried out on a large scale
	· Monitoring the supplier of equipment
· Checking the equipment before hiring
· Hiring of repairing team

	Unclear instructions from the university 
	M/C
	Low- Medium
	· There can conflicts in the project manager and the university management team.
· The activities will differ from what is actually expected

	· Proper briefing session needs to be conducted by the university.
· Priority tasks should be listed down by the project manager.
· Discussion between the team regarding the work. 

	Estimation Errors 
	M/C
	High
	· Issues may occur with managing of funds.
· Additional costs will be required. 

	· Tracking of the costs very carefully. 
· Tracking of the use of the resources carefully/ 



The likelihood/ Seriousness of the risk occurrence has been detected from the table below:
	Grade: Combined effect of Likelihood/Seriousness

	
	Seriousness

	Likelihood
	
	Low
	Medium
	High
	EXTREME

	
	Low (L)
	N
	D
	C
	AA

	
	Medium (M)
	D
	C
	B
	AA

	
	High (H)
	C
	B
	A
	AA
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Communication in a project management has been a challenging task. In a project many human resources work together so that project is carried out smoothly. To complete any particular task smooth communication is absolutely necessary and same applies to the project management plan.   
	Stakeholders
	Description
	Communication strategy

	Project management team
	The project management team is the most important stakeholder is project plan. The project management has to perform all the activities in order to drive success for a given project. Thus strong communication is required in a project team so that project is carried efficiently without any barriers (Anantatmula and Rad,. 2018)
	· Conducting open forum meetings.
· Maintaining transparency among the team members. 
· Discussing the activities at the start and end of the day. 
· Communicating through an internal systems through emails and messages. 

	Students and parents
	The parents are the major invitees who will visit the annual day function. Therefore communication should reach the parents through students for updating the events so that maximum of the invitees attend the function. Also the students must communicate and coordinate to perform on the stage. 
	· Checking on the rehearsals of the students.
· Planning meetings once a week. 
· Communicating through social media. 

	Sponsors 
	The sponsors of the project are the trustees of the University who should be satisfied by the events taking place in the function. Therefore regular communication and updates to the trustees of the university must be done (Zeig et al,. 2018).  
	· Formal meetings.
· Communicating through emails.
· Communicating through phone calls. 

	Suppliers and Vendors
	The suppliers are also an important part who will help in conducting the project efficiently. Without the suppliers the project will remain incomplete. Therefore strong communication and networking with the suppliers is extremely important (Rane et al,. 2019).  
	· Phone Calls
· Messages
· Face to face meetings 
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The above project has been conducted through a PRINCE 2 Methodology. The PRINCE 2 (Projects IN Controlled Environments) is method that is used to conduct the projects in an effective manner. It is a de facto standard that is used by the government of UK and is also widely practiced in the UK private sector as well as on an international basis (PRINCE2 Information & PRINCE2 Courses for Project Managers provided by ILX Group | UK, 2020). The Prince 2 Framework says that: 
· The project should be started and controlled in an organized manner i.e the plan should be organised before kick starting the project. 
· The project should be organised and controlled in the middle
· The project should end in an organized and controlled manner as well. 
The Prince 2 Project management techniques are:-
1. Project assurance- This provides an overall view of the progress of the project. There are three views in the project management that is business, user and specialist. This also ensures that the project is conducted viably and provides benefits.
2. Project Support- There are different groups of people that are involved in a project management. There is also a lot of administrative work that is required and coordinating with each other. These include conducting meetings, chasings things, updating plans. The major responsibility lies with the project manager to conduct these activities. For multiple projects a support office can be set up in order to manage all the work of different projects. 
Therefore PRINCE2 can be said as a method that helps in managing the projects. This method helps in working out who should be involved in the project and how the project should be conducted. It also helps in gathering the information and therefore ensures that project is carried out successfully (PRINCE2 Information & PRINCE2 Courses for Project Managers provided by ILX Group | UK, 2020). 
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The above project is based on the conducting of an annual event for University of Cambridge. The project pan uses the methodology PRINCE2 to carry out the project. The project plans is divided into different sections that provides an overview of the entire project management plan. The tasks has been identified through which the project will be carried out that are the objectives, scope, rationale, assumptions, constraints and work break down structure. The work break down structure is important here as it helps in analysing the entire process of the event and the major tasks that will be carried out. The cost breakdown and an estimated budget plan has also be given in order to focus on the financial aspect of the project plan. This is the most important part in the project plan as it will help in determining all the activities in the project plan. The time management has also be included in the project plan in order to display the timescale of the activities. This will help in keeping track on the progress of the report. The time scale have been represented through a Gantt chart and Network Critical Path analysis. The project plan also presents a risk register and communication register to help determine the risk as well as communication with the stakeholders. These will help in ignoring the barriers that occur in the project and ensure they are not repeated in future.
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