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Executive summary 
This report is going to cover a range of topics all under the umbrella of project management talking about sponsors, stakeholders, and the scope of the project, I am going to discuss about what is project management looking at tools and techniques like prince2 and agile that are used to help accomplish the end goal, however I will talk about a new technique called prince2 agile 2 which is a combination of both tools. Also, this report will cover the scope of the project looking at cost and timelines and by using a Gantt chart, milestones, and critical path methods (CPM) to aid in the elements of the project being successful.
The plan for my project will be shown covering the steps I have taken such as human resources requirements, who is associated with my project, cost, and benefits from doing my project. I will discuss who are the stakeholders, how I will manage each stakeholder because one stakeholder may require more attention than the others so finding out and planning to monitor my interactions with each stakeholder is essential, which I have set as my communication plan by using emails, social media, and verbal communication or by scheduling meetings will be ways I will interact with some stakeholders.
As we know things can go wrong so to have a risk assessment is protocol for a project so I will discuss my risk management plan to try and cover any pitfalls in the project.
In my conclusion I will talk about my finding on taking on a project, showing how the use of critical tools and techniques aid in the completion of a project, helping to minimize risks and increase the possibility of success.
Considering COVID-19 I am going to implement my own project looking at the risk of doing a project in a pandemic, the project I will being doing is an events project, pre COVID-19 many events took place without any protocols to follow but now post covid-19 it is essential any event wanting to take place must follow government guidelines with the main guideline being to social distance.
Reflecting on myself once completion of the project I will look at strength, weaknesses, opportunities, and any threats to help me better improve my performance in managing projects and any recommendations to make the project to be more productive.

Introduction 
The project I am going to analyse in my report is an event, this event is my twin daughters first birthday and christening this is going to take place in the summer thankfully they were born in the summer, due to COVID-19 there is a current road map for most venue bookings and events to take place with government guideline stating “step 1a from 8 march, step 1b from 29 march 
Step 2 from April 12 this allows most non-essential shops to reopen now. 
Step 3 no earlier than 17 May this is allowing permitted events meaning 5 weeks after the review from governors all outdoor and indoor events can commence. Indoors rule of 6 or 2 households outdoors allows 30 people 
Step 4 no earlier than 21 June this will allow all other events and shows exiting guidance from the road map, this is reviewed 5 weeks after step 3” (google, gov.uk, 2021)
 to make sure my event can still take place I have set this up to take place in an outdoor setting. COVID-19 has affected a lot of events that take place with large numbers of people or indoor settings because the virus is able to be more infectious in them type of settings, events organisers have to follow government guidelines where you can access your do’s and don’ts “ the document was put into action from march 2021 it is there to help people involved in organising or attending outdoor events in England, you need to know how to function your event safely keeping everyone involved safe at all times” (google, 2021)   
What has motivated me to do this project is I wanted something to look forward to, the past year has been very hard for many families, finically as well as mentally but slowly as we start to go back to how things used to be before COVID-19, I believe the project will bring upliftment and enjoyment to many people’s mental health as well as financial benefits and opportunities for anybody involved in the project and local community. So, as we slowly begin to socialise again something, we took for granted before COVID-19 and all the restrictions associated with the virus, we can feel a little sense of relieve as human beings, we need to socialise to be able to cope with daily stresses of life. Studies have shown that some people with depressive, anxiety, or compulsive disorders that the pandemic has had a damaging impact on their mental health. 
The start date for my event is January 2021 end date is July 2021, as I will have to order lots of decorations and design layouts and schedule bookings, I believe it best to start the start date at the beginning of the year because of COVID-19 a lot of deliveries will take longer than usual so within the 7 months all my deliveries should have arrived if I start ordering decorations from January.
The main beneficiaries in my project are:
· Gold premier events
· King terra disk jockey
· Hot daddy’s kitchen 
· Kim possible events 
· ARC Walthamstow church 
All the following people I have listed above will benefit from my project finically as well as being able to do networking at the event, I will sign into a legal contact with them for the duration of time for my event to ensure that all my requirements are met on my behalf as well as each beneficiary receiving what is due to them cost wise.
If the project does not take place or was not complete in the time duration needed a lot of companies attached to the project would lose money, time, loyalty, and reputation. I think you should be careful with who and what you attach your brand to, so picking the right people to help you in your project is essential you need reliable, trustworthy companies to help you achieve your end goal.
Project management 
This report is going to focus on the concepts of managing a project, my own understanding of project management, I believe It to means when you put your time and effort into something you wish to achieve meaning you plan and set goals to reach an end goal. A project can be a collaborative idea with somebody or an idea you have set for yourself to achieve. A project is anything we try to do that has a clear start date and end date with a clear goal can be classed a project. Managing a project in an organisation you firstly look at the outcome goal (the scope) of the project, A scope of my project, benefits a project will bring to an organisation and local community widely depends on the project and the company taking part. My project is not based in an organisation itself my project is personally related to me but has attachments to local organisation who are taking part in my project. 
Elements of a project 
Planning is one of the first steps to take once you decide to do a project because a good plan can save a lot of time and money in the long run. My plan is to organise a first birthday party for my twin daughters, because I am a Christian, I plan to christen them both at the same time at this event, which will take place in my local Greenland area.  
Scheduling comes second in the process as you are going to need to set a time frame to manage specific task at specific times also to be able to manage spending you want to do this because you do not want to be doing the same project for a long duration of time unless it is required because of the type of project you have chosen to undergo. I have done this with my project as my to do list below is a small chart listing all task, time, and cost. Start date January end date July. 
	To do list
	Timing 
	Cost 

	Book gold premier
	January to April
	£1, 500

	Book hot daddy’s kitchen
	January to June
	£500

	Buy decorations 
	January to May 
	£100

	Buy utensils
	January to July 
	£150

	Book disk jockey
	April to June
	 £90

	Order cake
	June to July 
	£100

	Confirm with pastor
	June to July 
	£50

	Review checklist 
Unexpected expenses
	January to July
	

	Schedule 1ST meeting
	January to may 
	

	Schedule final meeting 
	May to July
	

	
	
	Grand total £2,490




Controlling is an element for a project this covers the loose ends, to be in control you are monitoring your coming and going being cost effective. Whilst monitoring the action that needs to take place for the project to be complete on time. 
Project management tools and techniques 
For a project to be successful there is some key project management tools and techniques that help you to keep the project on track. One of the tools and techniques I have chosen to use in my project is to do a work break down structure please see below: 
Work break down structure
1. Project – twins 1st birthday party /christening 
2. Most important task in my project-
· buying decorations
· buy utensils 
·  make and confirm booking with gold premier and pay deposit
·  Make and confirm booking with disk jockey 
· Make and confirm booking with catering (hot daddy’s kitchen) pay deposit
· order cake design and pay deposit 
· confirm dates with pastor 

3. Subtasks to the major tasks 
· Set out a list what decorations still need to be purchased (if any)
· Give decorations to gold premier 
· Give utensils to hot daddy’s kitchen 
· Contact Kim possible events for headphones to give to disk jockey 
4. Activities to be completed 
· Set up event 
· Allocating everyone on the day 
· Buying decorations 
· Buying snacks and sweets
· Buying a gazebo just in case of weather issues 
· Scheduling 2 major meetings one at the start of the project and one just before completion of project.
Its important when decomposition breaking the deliverables (top level) into more parts that you do not break work down too much 80/20 rule applies here.

The purpose for a work break down structure and scheduling technique, is the work break down  structure will list all the major task highlighting all important things to be handled first and once they are complete you will then find you have little tasks that come from the major task at hand but importance is not that essential right away, however scheduling technique makes sure every task is accounted for and its order to be taken into account, estimate of time duration for the tasks so overall project time can be developed.  However I chose to use work break down structure over scheduling structure because my event needs to be prioritised to make sure all major task are complete in order for the sub tasks to get complete, if major tasks are missed this would be a major disruption to the project on a whole so to me  it’s more important for me to recognise my major task at hand and get them dealt with then opposed to scheduling the task to take place  which is based on the timing of the overall project.
Prince2
Prince 2 is used in project management methodology (meaning follows roles and responsibilities) as a predictive plan-based approach and is customer focused, some of the principles, themes and processes help organisations key managers justify a project answering the relevant questions like:
 why should we do this project?
Is benefits worth the cost of project?
Risk of doing the project.
“This is an effective way to ensure the project remains a worthwhile investment in an ever changing business environment” ( Landau and landau,2021) for example the pandemic has made pubs and restaurants only be able to serve outdoors no inside dining this is a change in the business environment because if you don’t have facilities with outside access this will hinder your plan. 
weaknesses of using prince 2 is that it requires experience to be able to apply it well (Landau and landau,2021) I would like to use this tool because it encourages accountability by setting roles and responsibilities for all organisations involved using common vocabulary and focuses on me the customer who is going to be gaining the most from my project as the twins are my responsibility. 
Agile 
Agile is used in project management this is an adaptive approach it also responses to changes in the project environment, focuses on lower-level teams, agile answers questions like: what we must deliver this week and following week, in all agile is the contribution to the overall products being available at the required time for completion of the project. Agile looks at the customers’ needs and meets them quickly and is highly flexible’(Agile,2021) meaning usually they are focused on short term project more than a project that could last years. A weakness that could be associated with using agile as a technique is its lack of long-term planning this means that the project could end up disorganised with the flexibility given to the customer so if they keep changing there mind its not certain the project outcome.  
Combination of both prince 2 and agile 
Prince2 and agile both show qualities in why they help assisting in the completion of a project but sometimes using one over the other is not productive for your project. However, I have looked at the   strengths and weaknesses in using both prince 2 and agile together and this will assist me better because my project is an event, I must take into consideration the customers’ needs and wants as well as being structured and communicating with the relevant beneficiaries at the necessary times. ‘The best of both worlds’(Buehring,2021), I would use both prince 2 and agile relating to my project I would need the quick response of agile just in case I change my mind about some decorations I need the quick response so it doesn’t effect the timing of the end goal, however prince 2 is very essential because I need  someone to oversea and guide each person on the project using common vocabulary for example if I change my mind about the colour scheme agile will make sure the new colour has arrived in time while prince 2 will make sure gold premier who is my event organiser and decorator has been communicated with the new information.
Waterfall
Another useful technique to use in a project is the waterfall approach ‘also referred to as software development life cycle (SDLC) is emphases on making a strong plan and effective implementation, it’s a methodology that has sequences that means one task has to be completed for the next steps to start’. This technique is effective for some projects for example ‘ the military and aircraft programs follow this technique because of the stern standards and requirements they have to follow’(google,2021) however not for wedding planning or some events like my own as this techniques focuses on defining a plan from the beginning so effective planning and organization can take place then once put into steps waterfalls approach is that you cannot move on to a another step until the first one is complete, this is not very effective if you have multiple tasks needed to be completed in a short period of time, for example I have to buy decorations for my project but if I limited my time to just focusing on the decorations I will not have enough time to get the utensils because I am working with shipping companies to receive my deliveries, because of the current pandemic and slow delivery times  I cannot wait to complete one task before moving onto another same as planning a wedding lots of major task fit together with sub tasks to make the overall project.  
Plan and implementation of project
Plan 
The plan is what happens when you first decide to do a project, a very detailed and clearly presented plan will lead to a successful project even though nothing is 100 percent failure proof meaning things could still go wrong, it helps to guide you along the duration of your project.
Main competent of deciding a plan for a project is:
· Creating objectives
· Defining project 
· Establishing work/ break down structure 
· Deciding resources 
· Forming organization 
Organisational chart
my organisational chart will show who is working in the project and the position that they play.
 Below I will show you the structure of my project’s organisation showing the different positions from the top person to the lower-level positions.
The structure below is relevant to my organisational structure showing my human resource requirements within my small project 
 I am the event director, promotions coordinator, merchandising coordinator 
 gold premier is programme director, venue coordinator, equipment coordinator 
park rangers are the official’s coordinator 
hot daddy is the hospitality coordinator.
Smaller projects have smaller teams with more than one person doing many different roles as seen in my project. 

[image: See the source image]
(google,images,2021)

Below is a chart showing what organisations are involved in the
project and the skills and talents that they required to have for the success of contributing to the completion of the project. 
	Involved organisations
	Skills requirements
	Talents requirements

	Gold premier
	Trustworthy, reliable, hardworking, great communication skill, decision making skills
	Has a keen eye for attention to detail, decision, and solution solver  


	King terra 
	Great time management 
Juggle music effectively
	can play a genre of different music to suit all.
Play close attention to his audience

	Hot daddy’s kitchen 
	Certified chef
Food and hygiene licence
	To be able to cook for a large amount of people 

	Kim possible events 
	Professional and can work with many organisations at once. 
Specialise in headphones rental 
	Bluetooth range on the headphones can spread across a wide field (keeping to social distancing rules)

	Pastor
	Studied religious education 
Able to speak and engage with a large crowd 

	studied the bible and can communicate effectively with his audience

	Springfield neighbourhood watch 
	Community specialist,
Health and safety aid 
	Monitors the park on a regular basis so can easily spot out any problems before they arise 

	Me event director
	Hardworking, great communication skills, good IT skills,
Good time management skills
	can multitask effectively 
great decision-making skills, 
good organisation skills 



How I will go about recruiting the organisations into my project is by contacting gold premier by telephone and setting up a date for a meeting to discuss my project plan, because of Covid-19 many businesses are not doing many face to face meetings after I have finalised a meeting with gold premier together, we will contact the other organisations by telephone, email and social media and  setting up one to one meetings as well as group meetings to get everyone on board and singing the same tune.
 My stakeholders
 A stakeholder is an individual or group of people who take interest in the achievement of an organization and the environment in which the organisation runs. Stakeholder could also be a community, to be a stakeholder it simply means you have taken interest in the outcome of a project by influencing it in a positive or negative way or being affected by it in a positive or negative but overall, it is the interest you have taken in the project.
Twins 1st birthday stakeholders
	Influencing project
	Affected by project

	Gold premier events
	Gold premier events

	Family
	Hot daddy’s kitchen 

	Friends
	King terra (DJ)

	Me (project organiser
	Kim possible events 

	Springfield park neighbourhood watch 
	Springfield neighbourhood watch 

	Park rangers
	Suppliers

	Suppliers 
	

	Pastor
	



Managing communications with stakeholders
 How I will manage communications with stakeholders is by recognising the level of engagement required to each stakeholder for instance some stakeholders require more attention than others do, for example in my project gold premier who is the main stakeholder in my project because they hold power, they can stop or even cancel my whole project so they will require a closer relationship then with the neighbourhood watch and ranger of the park being used who simply must be informed closer to the time of the event, so keeping regular communication with powerful stakeholders by regular meetings and emails to keep interest my project.
 Building strong and trustworthy relationships with stakeholders is very important, sticking to my word meaning I am building trust, trying not to let any delays affect my working relationship, creating a mutual relationship that benefits both parties, finally to always remain respectful even when things may not be going to plan.
Cost and benefits to the project
	Organisation 
	Cost
	Benefits

	Gold premier events
	£1500
	· They are well established party planning agency so will organise the event well.
· Have great links in the party industry so getting equipment and supplier will be easy  
· Pays fine attention to every detail so the appearance of the project looks how I expect it should
· Will cover most of the organisation of the event on the day


	Hot daddy’s kitchen 
	£500
	· First class health and safety certified 
· Professional chef 
· Well established catering business for 20 years 
· Will cook all the food on the day 


	King terra (DJ)
	£90
	· Worldwide disk jockey 
· Will help keep the keeping everyone active and enjoying the moment

	Kim possible events
	Included with gold premier but separate organisation 
	· By providing gold premier and DJ with headphones to play the music so we are not disturbing anyone in the park

	Neighbourhood watch
	Free service 
	To help keep everyone at the event safe 

	Me 
	£1000
	To cover any unexpected cost that may arise during the project timeline

	Pastor 
	£50
	Will christen the twins and will give a religious ceremony 

	Grand total 
	£3,140
	



Financial requirements
For my project to be successful I will have to take some steps to be able to financially support the project, as my project is not based in a large organisation, I will not be able to get sponsorships, but I will take out a loan to cover the expenses of the project. The loan I will take out will be for £3,140 I will budget all the requirements within the loan, I have left an extra 1000 from expenses to be able to float around with because my project is outdoor setting anything could happen, so I have the extra money to cover any mishaps in the project.
Milestones
Milestones is ‘a strong element in project management because it shows key parts and maps out a progressive move forward in your project plan’(TeamGantt,2021) Its a way of keeping your project organised and heading in the right direction usually with no duration time I will be using milestones structure in my Gantt chart to formulate a plan for the twin’s 1st birthday project. Milestones shows important parts which has been completed in your plan so that you can control your steps moving forward in your project, milestones have a clear objective and is able to be recognised by all parties involved in the project. I chose to use milestones over using critical path method(CPM) because critical path method allows for slack time meaning it judges the time it will take to complete a task by the available time given for the task to be completed the difference between the actual time and available time is the slack period so if you didn’t want to start the next task start away you have a little freedom to start it within the slack period, I don’t believe this works well with my project as I have only a short period of time for the completion of my project, but for a project like building a house using CPM would be very effective in giving slack time for an new changes or developments that could arise.
Gantt chart
My projects Gantt chart will show the activities needed to take place over the 7 months of planning my project start date is January and end date is July, this shows when I should get each task started and when I should have completed. However, I will not be using (CPM) as there is no time for any free launching or slacking but I will be using milestones to show the completion of each task for example how I have done below.


	
	months
	JAN
	FEB
	MAR
	APR
	MAY
	JUNE
	JUL

	Letters*
	
	
	
	
	
	
	
	

	A
	
	complete

	
	
	
	
	
	

	B
	
	
	
	
	
	
	
	

	C
	
	
	
	
	
	
	
	

	D
	
	
	
	
	
	
	
	

	E
	
	
	
	
	
	
	
	

	F
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*activities in the project
BLUE -GOLD PREMIER
RED- HOT DADDY’S KITCHEN 
YELLOW- DJ
GREEN-PASTOR
LIGHT BLUE -SPRINGFIELD NEIGHBOURHOOD WATCH 
BLUE -SUPPLIERS
Risk management plan
A risk assessment plan is there to cover any risks that may happen while the project is going on an affect the timetable. 
When doing a risk assessment, you generally cover 5 main methods listed below I have shown the risk assessment plan for my project
· Identification – weather unpredictable, power failure, unexpected guest, sudden cancelation from a supplier, Covid -19 spiking back up and going back on a national lockdown. 
· Assessment- I look at the probability of the risk happening listed above and level of impact it will have on my project
· Mitigation- put in place changes in the process to be able to reduce the impact of the risk and make a response plan just in case its needed
· Monitoring- checking the plan to see if any risk has happened while the project is going on but not taken account for in the overall project.
· Reporting- keeping relevant stakeholders up to date with the risk plan by setting up a reporting plan this will communicate to each stakeholder either by email or telephone any changes to the project.

Communication plan
A good communications plan will help me to communicate with the necessary stakeholders focusing on the individual’s needs. The requirements of each stakeholder needs depend on the role they play in the overall project, but the aim is to generate information to help aid the project’s completion. 
The use of formal and informal communication methods such as a schedule meeting or just a quick phone call to communicate a task about the project, I will also have to communicate in a timely fashion for my message not to get disrupted meaning miscommunication.
When creating my communication plan, I will take into account all the different personalities of each individual stakeholder meaning that if one stakeholder is more introverted an prefers one to one meetings when I set out my communication plan I have to take that into mind and arrange a separate more intimate way to communicate my message to this stakeholder, however I could have  one stakeholder that has more of an extrovert personality  this person I could communicate with by arranging a group meeting. 
 My Swot on being a project manager
Strengths- good listener, great communication skills, problem solving 
Weaknesses – overspending, calculations, and budgeting  
Opportunities- advance my career, build a legacy
Threats- competitive field  
Conclusion
my findings from doing this report is that a lot goes into a project from you decide the idea in your head whether it be for an organisation or personal venture, you must plan, control, monitor your project for a successful outcome, by using the necessary tools and techniques best fit for your project will aid in the successful completion of your project. pitfalls and mishaps may occur in your plan so its so important to have a plan to monitor your plan, so you are always on the ball with monitoring as well as controlling the project plan. The recommendations I would say I would give myself more time to execute the project with a short deadline I believe if things went wrong there is no room to fix the problem it would mean a big disruption in the whole project.
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