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Planning a university Graduation ceremony
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THE SYMPHONY HALL NEW UNIVERSITY




Introduction
Project management is an important aspect of organisational growth. The graduation ceremony is a significant event in a university’s academic calendar celebrating Structure and discipline of organising, plan controlling resource aiming towards efficient and specific goals within a limited time, focusing on quality, cost, time and scope to achieve a project. Managing an event such as a university graduation ceremony is on a large scale of responsibilities that requires in depth planning carefully looking at all aspects such as stakeholders, suppliers, and most importantly deadlines. This assignment will present a detailed and comprehensive project organising a university graduation ceremony highlighting recognised project management principles. This assignment aims to implement methodologies such as PRINCE2 and PMBOK demonstrating how these tools can effectively produce an efficient project (JAMALI and OVEISI, 2016). Outlining project objectives such as scope, timelines, resources, budget, risks, deliverables and quality management strategies. 





Aim, Objective and scope 
The aim of this project is to successfully deliver a graduation ceremony that celebrates and reflects student achievement and institutional excellence. Objectives are SMART specific, measurable, achievable, relevant, and time-bound and ensure the project aligns with stakeholder expectations and university values (Burke, 2013). The scope will define what is included and excluded from the project, ensuring focus and resource allocation are properly managed in place for best results.

Aim
This project aims to successfully plan and deliver a university graduation ceremony that celebrates students’ achievements and show casing the university’s organizational capabilities. To include a selected venue with preparation, programme scheduling, guests and VIP coordination’s, logistics, communications and risk management. This project will also involve implementing the internal and external stakeholders such as service providers, university departments and suppliers.
Objective                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  My projects will consist of great planning and organising, executing a vast graduation ceremony for the (Symphony Hall New University) This is the name of the university.  The purpose for this huge celebration ceremony is to congratulate students who have achieved their goals, providing an opportunity and space for them to have the recognition and awards they deserve. 
More specifically this project will:
· Coordinate all academics, logistical, and ceremonial elements of the graduation ceremony.

· Deliver a well put together, professional and memorable experience for the graduates and guests. 

· Manage all stakeholders which are the students, staff, vendors, and guests. Doing so efficiently.

· Ensuring all project milestones are completed within an appropriate timescale and budget.

· Ensuring all safety, (safeguarding is in place for all participants). 

Scope
Scoping this project means the end-to-end planning of the graduation ceremony, this will consist of scouting and selecting out a venue for set up, securing the graduate registration and growth distribution, doing rehearsals and on the day, coordination checks, Getting guest invitations and having a RSVP tracking system to ensure I know the exact amount of guests that will be attending, Doing audio and visual arrangements to have more efficiency, managing, catering and hospitality will be in order so there is the correct amount of refreshments for the guests, vendor management, risk and contingency planning and post event evaluation to avoid any kind of interruptions or possible changes that may occur (PMBOK 2021).









Project Outputs (Deliverables)
Deliverables are the tangible and intangible results created and produced through the project team which consist of numerous activities. These outputs serve as performance indicators which are crucial for analyzing, evaluating and monitoring the project’s success. 
This graduation ceremony includes completion of event schedule, printed programme of the day and event, and the successful distribution of academic regalia. Intangible deliverables, such as the attendee experience are equally important and measured through feedback and evaluations (Jamali and Oveisi, 2016). 
Defining deliverables early in the project allows for more precise resource planning, stakeholder alignment, and quality control. Each deliverable supports the overall project aim and must be tracked through key performance indicators and quality assurance checks (Turner, 2014).



The delivery of this project will require identification of various specific outputs that demonstrate progress and completion. The key deliverables have been categorized below into tangible and intangible outcomes:

	Deliverable
	Description

	Graduation Ceremony Schedule
	A full, time-bound agenda for the day, including processions and speeches by each stud.   and lecturer.


	Academic Regalia
	I have ordered and distributed gowns, hoods, and caps for all eligible graduates for complimentary merch.


	Venue Setup and AV System
	A fully equipped venue with seating, lighting, sound, and multimedia systems that allow speeches to be heard from all parts of the hall.


	Communication Materials
	Invitations sent out on social media, announcements, directional signage, and brochures


	Security and Accessibility Measures
	On-site personnel, medical assistance, and facilities for accessibility needs


	Catering and Hospitality
	Refreshments for guests and designated catering for VIPs and staff

	Certificates and Name Cards
	Official documents prepared for distribution


	Vendor Agreements
	Signed contracts with clear service-level expectations\


	Final Evaluation Report
	Post-event reflection, stakeholder feedback, and documented lessons learned


Each deliverable will contribute to the success and aim of delivering a professional event.

Work Breakdown Structure (WBS) and Activities
The Work Breakdown Structure (WBS) is a hierarchical special tool implemented to divide the project into manageable components. It improves planning accuracy and supports effective task delegation. (PMI, 2017). At the highest level, this project includes seven major workstreams, such as planning, logistics, and execution. Each of these is broken down further into actionable sub-tasks for instance, under “Venue and Logistics” are tasks like the equipment hire, floor planning, and safety checks. WBS promotes accountability and transparency, making it easier to assign roles, estimate costs, and monitor deadlines. It also aligns closely with stakeholder expectations by visualizing project progression (Kerzner, 2017).
This structure will divide the project into manageable sections, making it easier to allocate responsibilities, track progress, and manage risks. Below is an overview of the main activities taken to deliver my project:

Level 1:
University Graduation ceremony
Level 2: Main activities 
1.    Initiation and Planning
2.    Venue and Logistics
3.    Graduate and Guest Coordination
4.    Marketing and Communication
5.    Vendor and Supplier Management
6.    Execution of Ceremony
7.    Post-Event Closure
All in total this project will take 7 weeks to finalize and complete.
Stated above is each phase that contains several sub-activities and tasks that contribute to the successful delivery of the university graduation ceremony.
Sub-Activities and Task Breakdown
Breaking main project activities into individual sub-tasks will ensure detailed planning and clarity in task execution. (Barker, Cole, 2012). This approach allows each department or team member to understand my responsibilities and timelines. This granular task breakdown supports resource allocation, early risk identification, and milestone tracking, ensuring no area is overlooked. It also enables better collaboration across internal departments and external service providers (Wysocki, 2014)
Here is a breakdown of the sub-activities and tasks under each main phase:

	

		Task

	Sub-Task
	Responsible Party

	Graduate registration
	Develop registration portal
	IT/Admin

	
	Email communication to eligible students


	Student Affairs

	Seating arrangements
	Seating has been assigned based on degree programmers


	Event Coordinator

	
	Prepare name cards for certificate pickup
	Printing Services

	VIP guest invitations
	Send invites to dignitaries
	Marketing/Protocol Office

	
	Organize special seating 
	Guest Relations






Deliverables and Milestones
Milestones serve as checkpoints that help assess progress throughout the project. They represent key events or achievements, such as confirming the venue, sending invitations, and completing rehearsals. Each milestone is tied to a corresponding deliverable, enabling project managers to evaluate performance and adjust where needed. Timely completion of milestones ensures project momentum and allows for early identification of potential delays. A Gantt chart can be used to visualize these timeframes. This approach not only helps in internal tracking but also improves communication with stakeholders who rely on milestone updates to gauge the project’s progress (Burke, 2013; Lock, 2020).
Milestones are critical review points within the project lifecycle. They ensure the project stays on schedule and any necessary corrective action can be taken.
	Milestone
	Deliverable
	Deadline

	Project kick-off
	Project team formation and plan approval

	Week 1

	Venue confirmed
	Booking agreement
	Week 2

	
	
	

	Graduation regalia ordered
	Supplier contract signed
	Week 3

	
	
	

	Guest invitations dispatched
	Printed and emailed invitations
	Week 4

	
	
	

	Vendor finalization
	All services confirmed
	Week 5

	
	
	

	Event rehearsal completed
	Full walkthrough with participants
	Week 7

	
	
	

	Ceremony executed
	Ceremony conducted without major incident
	Week 8

	
	
	

	Feedback report completed
	Post-event analysis and debrief
	Week 9



Resource Planning (Personnel and Materials)
Efficient use of personnel and materials is critical in a time-bound, high-profile project like a graduation ceremony. Below is a resource breakdown:
Personnel Resources
	Role
	Function

	Project Manager
	Oversees project execution and controls scope


	Event Coordinator
	Manages day-to-day operations and timelines


	Volunteer Coordinator
	Recruits, trains, and manages event volunteers


	Communications Officer
	Handles marketing, social media, and outreach


	Logistics and AV Team
	Sets up the venue and manages tech requirements


	Health & Safety Officer
	Conducts risk assessments and emergency planning

	Vendor Liaison
	Coordinates with external suppliers and contractors



Material Resources
	Item
	Purpose


	Stage and seating
	Graduate and audience accommodation



	Regalia
	Symbolic graduation wear

	AV equipment
	Lighting, microphones, and live streaming


	Catering materials
	Guest refreshments and staff meals


	Signage and banners
	Event branding and directional guides

	
	

	Printed programmers
	Informational brochures and schedules


	Medical equipment
	First aid kits and emergency support stations


Resource planning includes contingency reserves (financial and physical) to address any unanticipated issues whether that is disruptions or last-minute cancellations.


Project Costing and Budget (PMBOK Framework)
Effective cost management will ensure that the graduation ceremony of the new university of symphony hall is delivered within budget while maintaining quality and stakeholder satisfaction. (Lampa et al 2017). Following the PMBOK cost management process, this section outlines the project’s estimated expenses, divided into cost estimation, budgeting, and control phases.

Project Below is a breakdown of the estimated costs for the graduation ceremony project:
	Item
	Description
	Estimated Cost (£)

	Venue Hire (Symphony Hall)
	One-day rental for ceremony, including setup and rehearsal
	£2,200

	Audiovisual Equipment
	Microphones, lighting, sound system, projector, and live-streaming setup
	£1,100

	Catering and Refreshments
	Tea, coffee, snacks, and VIP catering for approximately 300 guests
	£800

	Decorations and Stage Setup
	Stage banners, floral arrangements, podium decorations
	£450

	Academic Regalia
	Purchase and rental of graduation gowns, caps, and hoods
	£600

	Certificates and Printing Materials
	Printing of certificates, event programmers, name cards, and signage
	£350

	Marketing and Communication
	Digital invitations, posters, photography, and media coverage
	£400

	Stakeholder and VIP Engagement
	Honorarium for guest speakers, VIP travel and hospitality
	£500

	Security and Health & Safety
	Security personnel, first aid team, accessibility support
	£350

	Vendor and Supplier Fees
	Contracted service providers for catering, décor, and AV management
	£600

	Contingency Reserve (10%)
	Allocated for unforeseen costs or emergencies
	£735


Total Estimated Project Cost: £8,085



Conclusion
The planning and execution of a university graduation ceremony represents a comprehensive project management challenge, demanding a structured, strategic, and coordinated approach. This assignment has explored the application of established project management frameworks, such as PMBOK and PRINCE2, to ensure the successful delivery of a large-scale ceremonial event. By defining a clear aim, SMART objectives, and a well-scoped project boundary, the plan ensures alignment with institutional goals and stakeholder expectations. The inclusion of both tangible and intangible deliverables highlights the importance of quality, guest experience, and professional standards.
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