Rhys Hamill 
1907672
Project Management Task One 
(Supporting documents) 
KEBBA SILLAH (1904184)
Martin & Miller (1982) defined project as a process which is output oriented which is achieved deciding in advance what, when, how and who will take the necessary action to accomplish established objectives. Martin & Miller (1982) further went on to state that planning is persuasive management function which is accomplished by all levels in the project hierarchy, the difference being scope, detail and the magnitude of the effort.
[bookmark: _Hlk23367421] However, according to Koontz & O’Donnell  (2001), planning is defined to a large extent the job of making things happen that would not otherwise occur. Koontz & O’Donnell  (2001) further went to explain planning as an intellectual process determination of courses of action, the basis of decisions on purpose, facts and considered estimates  
 Going by the definitions above, we as a group came up with the idea of raising funds for Matthew’s house. Regular meetings were held, and minutes taken, and everyone tasked with a role. The primary needs of the organisation have been considered and we intend to raise a minimum of £100.We believe that by organising a charity event in erecting a stand in Oxford street, would help us in achieving our target. As it is a local based organisation which has been phenomenal in transforming lives in the community, we expect people to support the event in their large numbers.
Our minimum target could be achieved through awareness of our planned activity through the social network and we hoped to do it in a space ok 4 weeks. To minimise our investment, we would seek donations from establishments we will build relation with which will form part of the prizes to be presented to lucky winners for the charity event.
In addition to our plans, we will reach out to friends and family to set up a monthly direct debit of £10 minimum. This will go a long way in supporting Matthew’s house in their untiring efforts over the years in bringing smiles to the people who appreciate their assistance in difficult times. (Miller, 2019).
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Victor Nasinda 
INTRODUCTION CHARITY PROJECT 
A charitable organisation is a kind of institution Non-profit organisation or a business that falls under  the category of  NPO or . This type of organisation is often called a foundation or charity. It can be based on education, religion or even based on public interest (www.lehighvalleyfoundation.org ). We choose to work with Matthew’s  House  which is  a local activities charity within Swansea. Matthew’s house ( exists  to  provide www.matthewshouse.org ) . a Matthew’s  house  feeds  a  150  people warm and welcoming  building e  every day . Matthew’s house are in  need of  sanitary assistance in  the heart  of  Swansea and financial assistance  through setting  up  standing orders  or  direct Aims: debits. Main aim  of  this  charity is  to  help  the vulnerable people with the less  privileged .






















Monitoring and Controlling the project:
To monitor and control the project we will be:
1. holding regular meetings to ensure that we are on track. 
1. Communicate regularly via our WhatsApp group

It’s important to communicate regularly in order to keep everyone updated and listen to each other’s concerns regarding the event, problem solve and deal with any last-minute changes and correct deviations.
The project group will advertise the event continuously to raise awareness of the event and the charity.
We will have a structured timetable for the day of the event for us to keep to a tight schedule (Allen et al, 2011).
[image: ]
A Short Evaluation questionnaire will also be distributed to all attendees to be completed on the day of the event.
Closure / Event Evaluation:
Immediately after the event our first task will be to clear the venue / room, leaving it exactly as we found it, and return any borrowed equipment.
The following day, we will meet to evaluate the event by holding a debrief session with the team – so that we can discuss what went well and what didn’t work so well.
We will also look at the feedback from the Evaluation questionnaires and share any photographs of the event with each other. We will ask attendees for their permission before taking their photo, to share amongst ourselves and possibly with Matthew’s House.
To measure success, we will look at the number in attendance, number of people signed up for regular donations, audience satisfaction and the overall financial performance of the event and look at the merit, worth, value, significance and effectiveness of the event.
We’ll also assess the Goals and Objectives, outcomes and impacts and highlight our successes and failures (Shone & Parry, 2010).
The 5 main important questions we will be asking ourselves when evaluating the event will be:
1. What worked and what did not?
1. How many people attended?
1. Did we raise awareness of the charity? 
1. Did we raise money for the charity? If yes, how much?
1. Did the event achieve its objectives? 

To finally conclude our event project we will arrange for the charity to receive all the money we have raised from the event and notify them of any regular donations that need setting up and we’ll also produce a short report about the event to update all our stakeholders, which in this case will be our project team and Matthew’s House. 
We will also encourage the charity to give us some feedback on the outcome (Getz, 2005).
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PROJECT MEETING 1 MINUTES (Becky Flint)

Friday 4th October 2019, 1pm-2pm.
Present: Angharad Lewis, Becky Flint, Kebba Sillah, Victor Nasinda, Rhys Hamill and George Gapper
 

AGENDA:
1. Discuss items required to ensure Monday 7th October meeting is as effective as possible.

Agreed agenda for first meeting
Look for charities we are interested in. George mentioned focusing on finding a smaller, local charity which we liked the idea of. Please bring the charity ideas to meeting on Monday 7th Oct – ALL Mon 7th Oct
Started discussion regarding the group’s values. To be completed at a further meeting – ALL 
Create Whatapp Group, book meeting room, gather initial resources – BECKY Mon 7th Oct 
Collate the top line essential points that we must include in our project from slides and lectures. Put into one document to share – BECKY Mon 7th Oct

PROJECT MEETING 2 MINUTES (Becky Flint)

Monday 7th October 2019, 11am – 1pm.
Present: Present: Angharad Lewis, Becky Flint, Kebba Sillah, Victor Nasinda, Rhys Hamill and George Gapper
Absent: Angharad Lewis (apologies)

AGENDA:
1. Agree our charity
2. Contact them, arrange meeting and identify their needs
3. Create a plan based on the assessment criteria

MEETING:
The team really liked George’s previous idea of helping a smaller charity. George brought his ideas of a smaller charity to the group; Victim Support and Discovery Volunteering Centre. The DVS is based in Swansea and works to enrich the lives of disadvantaged people in both Swansea and in Zambia.  Discussion around why we liked it and as Victor comes from Zambia the group felt this charity would fit with our team.
Two more charities chosen in case DVS does not come to fruition; NHS Swansea Bay health charity (Kebba works in the Hospital) and Ty Hafan. For speed, agreed that the person meeting with DVS can make the (independent) decision to go to another charity if DVS doesn’t suit. 
All team volunteered to meet with the charity. Agreed it would be best for George and Victor to meet. Rhys and Becky offered to drive when required – VICTOR & GEORGE Mon 14th Oct
Identified that for the meeting with the charity Victor and George need to be able to present a proposal of what we can offer. Discussion about this followed. Identified weather is an issue at this time of year. Rooms are available in the university and in local church hall. Discussed various event ideas that had been gathered prior to this meeting and one stand out event captured the group’s imagination:
· Video game tournament (main event)
· Bake sale (smaller event)
· Trick or Treat (Smaller event and Halloween is at the end of October)
Poll to be put onto Facebook and Twitter to ask for feedback; Ask if they would like the ideas we have, how much would they pay, what reward they expect - GEORGE Mon 14th Oct
Meet with VR shop and Games Centres in Swansea to discuss borrowing items - RHYS Mon 14th Oct
The VR Shop can have a presence at the event, we can promote their shop. Rhys mentioned ensuring girls and boys are catered for. FIFA, MBA basketball, boxing, Mario Cart. Quick matches.
Discussed resources required, Playstation and games consoles, TV room in Library. Ask Julie about IT support – BECKY 14th Oct
Discussed ‘FAST’ system- we can start smaller projects immediately. Asking a local company to match fund the amount raised (ask Julie – BECKY 14th Oct) and set up Go Fund Me page which will be discussed at further meeting.
PESTLE and SWOT to be discussed at further meeting.
Document handed out to identify the key areas the group must achieve to gain marks to be placed into Google Drive – BECKY 14th Oct
Identified that key areas document certain marks are allocated for creativity, teamwork and presentation of work. Group to review and add any missing points to ensure maximum marks are achieved – ALL Mon 14th Oct
Discussed the timeline and action required by which date - confusion with this. Action required to email Julie to ask about timeline, action required, 1400 word clarification. Also ask for a very good version of a previous student’s Turnitin document/s so we can view and learn – BECKY Mon 14th Oct
Set up a Google Drive to share documents – GEORGE Mon 7th Oct
Agreed to meet tomorrow Tuesday 8th October to discuss each event in further detail – Library 9.30am – 10.30am

PROJECT MEETING 3 MINUTES (Becky Flint)

Tuesday 7th October 2019, 9.30-10.30am.
Present: Becky Flint, George Gapper, Angharad Lewis, Kebba Sillah, Victor Nasinda and Rhys Hamill

AGENDA:
1. Discuss events in further detail

MEETING:
Thank you to George for setting up Google Drive, access discussed
Angharad and Becky met with Julie to confirm the timeline and it is as follows:
	Produce a presentation to present during week commencing 28th October.
Each member of the team will speak for 5 minutes during the presentation.
Supporting documents compiled into one submission and submitted (by one nominated member of the team to turnitin) by Friday 1st November (the Friday of wc 28th October).
Each member of the team must contribute 1400 words to the supporting documents.
The event/s will be executed in November
In early January we gather together all our documents and items ready for a large showcase where all the teams show their projects, tutors walk around and ask questions about them. Please view previous showcase here:
https://www.uwtsd.ac.uk/business-management/sbs-project-showcase/

We will be holding a Video Games Tournament, everyone felt this could be a popular event. Discussed the scale of the task and the team execution and agreed it would be best use of time to focus on one large, successful event.
Discussed Victor and George to meet the Charity and, with the presentation in mind, asked if they could request that the CEO, a service user, a member of staff could be filmed to make am impact in the presentation. If so, please another meeting for the team to action this. Discussed asking for marketing materials, pop ups, leaflets etc -VICTOR & GEORGE
Discussion regarding event requirements; space, projector, screens, quick matches, more games, more options.
Games – Fifa, Mario Karts, USC
Title of event – UWTSD VIDEO GAMES TOURNAMENT 2019
Source games – RHYS
Ask games shop if they want to sponsor event – RHYS
Was there a gaming society at Fresher’s Fair, is there one in Uni? Can they loan equipment, promote event, more consoles, how much should we charge - RHYS
What? Video Game Tournament
 When? Mid-End November
Where? In uni campus
Why? Group felt this will be very popular with the student audience and there is passion in the group for this event
Agree the venue, find out what is available, screens and space IQ building? IT to help with answering and also support at the event – ANGHARAD & BECKY
Action the event mid – end November
Create an energy and enthusiasm for the event, chocolate, trophy, title and £10? Title of the winner is ‘UWTSD Video Games Champion 2019’.
We still need to brainstorm the event in more detail once we have spoken with charity and ascertained what venue and support we can have.
Risk assessment – copyright?
Discussed brainstorming presentation, marketing (and other items we have to achieve) we can discuss these later in the process
Values of the group – write up and discuss together – BECKY
Agreed to meet every Tuesday morning, 9.30-10.30am (Library)
Book Library room – BECKY
Agenda for next week:
· Review where we are with actions feedback
· Schedule, timescale and who does what
· Brainstorm tasks


Charity Meeting 4 Minutes (Angharad Lewis)
Monday 28th October 2019, 11am
Present: Angharad Lewis, Victor Nasinda, Ellie Phillips (Matthew’s House)
Location: Matts Café, Matthew’s House
Purpose of Meeting
Due to difficulties in arranging a suitable date for an initial meeting with our original chosen charity (Discovery Volunteering Centre), it was decided in the previous project team meeting that we would change our charity to Matthew’s House, a charity in the heart of Swansea providing a wonderful service and support to those who are most vulnerable.
Discussion
Angharad and Victor met with Ellie Phillips, Project Co-ordinator at Matthew’s House, to inform her of our intention to hold a fundraising event for Matthew’s House.
Ellie described Matthew’s house as a ‘home’ in the heart of Swansea, helping around 150 people per day.
The Charities needs were discussed. Ellie mentioned that the charity needs more regular donations (monthly direct debit setups), Non-perishable food, Sanitary products and underwear, specifically Men’s underwear.
Ellie mentioned a successful event that we could take part in called The Wave’s ‘Cold Truth’ Sleepout, which is held in February. She explained that we could raise sponsorship money for sleeping outdoors. Unfortunately, this event does not comply with the timings of our project.
Angharad and Victor received examples of the charity’s donation leaflet and form. Ellie mentioned that she would be happy to supply us with promotional material and more donation forms for our event.
Ellie suggested that we could sign people up as regular donors on an iPad / Laptop on the day of the event or they can complete the form in the booklets.
Angharad and Victor agreed to arrange a meeting tomorrow morning, Tuesday, 29th October at 10am, to report back to the team.





























	Title
Raising funds for Matthews House 

	General Aims
To raise funds for Matthews house to assist them in their free services they provide to the homeless in the Swansea community. 

To plan and execute a fundraiser in aid of Matthews house

	Scope
To raise at least £100 in funds for Matthews house. 
To sign people up for a regular direct debit donation 
To host fundraiser (gaming tournament) to gain donations of funds and sanitary items both needed by Matthews house

	Objectives and Results
To host fundraiser on first week of November starting 03/11/19
To raise £200 on behalf of Matthews house


	Deliverables
At least 20 people attend our gaming tournament fundraiser 
Have 10 people sign up to a direct debit donation for Matthews house 
Raise at least £100 in funds for Matthews house


	Assumptions and Dependencies
The fundraiser will be held in the University Business campus and will be known to local people and supporters of Matthews house
As the project is supporting the local community wellbeing people will want to donate either once or on a regular basis

	Stakeholders
· Project members 
· UWTSD Business school 
· Donors 
· Matthews House 
· Participants 
· Local community 
· Customers of Matthews house

	Risks


Stakeholder Map & Project Specification  (Rhys Hamill)
Gaming tournament fundraiser


Group members                 Participants                           University                       Charity            Donors 

                                                                                        Students/Lectures            Users       workers       
Meeting Schedule for October 2019 (George Gapper)
	Sunday 
	Monday
	Tuesday 
	Wednesday 
	Thursday 
	Friday 
	Saturday 

	29 
	30
	1
Group Meeting | 9:30am - 10:30am
	2
	3
	4
	5

	6
	7
	8
Group Meeting | 9:30am - 10:30am
	9
	10
	11
	12

	13
	14
	15
Group Meeting | 9:30am - 10:30am
	16
	17
	18
	19

	20
	21
	22
Group Meeting | 9:30am - 10:30am
	23
	24
	25
	26

	27
	28
Meeting with Matthew’s House | 11am - 12pm
	29
	30
	31
	1
	2

	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	




Communication (George Gapper)
[bookmark: _GoBack]Communication While there are many different and useful practices of monitoring and controlling a project such as delegating team member roles; team leader, minute-taker etc., it is very important to ensure each member of the group is aware of important updates as soon as possible. As a group we decided to create a WhatsApp™ group-chat to easily and instantly inform each member of the group of implications or difficulties with each task. For example, on of our biggest setbacks with this project planning was communication issues with our original charity ‘Discovery SVS’. I was given the opportunity of emailing the organisation with a friendly introduction and initial proposal of our ideas. Given the strict timeframe which this project was to be planned, arranged and ultimately executed, it was essential to receive a reply from the organisation within 24-48 hours as this would allow us to fully connote our ideas and receive feedback from ‘Discovery SVS’. By the time I received a reply from the organisation, it was too late and meant that our original meeting date would not be possible. Due to this set back, we decided to choose our second choice of charity: ‘Matthew’s House’. Time Management As mentioned previously, the timeframe of this project has proved to be one of the more difficult elements of this project; especially when trying to work around university responsibilities and for some members of the group, working around both part-time and full-time jobs. This meant creating a weekly meeting where most, if not all, members of the group could meet-up and have the opportunity to report information regarding the project. It also allowed us as a group to ensure we were all up-to-date with the project in person. We decided that Tuesday mornings, before our university lectures, was a good time to meet as we all had the same class to attend. This was an effective way to take minutes of the meeting, which were later typed up by the minute-taker and uploaded to a shared Google Drive folder which any necessary documents could be saved securely an easily accessed by each member of the group.
















Appendix
Introduction and explanation- Kebba Sillah and Victor Nasinda
Monitoring And Control- Angharad Lewis 
Project schedule- Angharad Lewis 
Meeting 1-3 minutes- Becky Flint 
Meeting 4 minutes- Angharad Lewis 
Project Specification- Rhys Hamill
Stakeholder map- Rhys Hamill
Presentation design- Rhys Hamill 
Meeting Schedule- George Gapper 
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Tasks - Event day 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00

Project Team Meeting - Team brief

Prepare the room for the event

Technical tests – make sure everything is working (PS4 & Games)

Set up iPad ready in case anyone wants to set up regular monthly donations online. 

Ensure competition prizes are on site

Ensure Matthew’s House Volunteer / Support / Donate forms are on display.

Gamers registration forms & pens

Register gamers 

Gaming competition

Winner announcement

Clear up room


