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Project Initiation Document 

	Project


	Heathrow/Windsor Marriott  – Annual Internal Audit 




	1-Project Definition 



	1- Purpose 
  Windsor Marriott is a four star hotel located on the London road within a few minutes drive from the Windsor  airport .As we know that Marriott is a world wide name so to maintain its standards you have to conduct an early audit through which you will confirm that the guests are having the same facilities in your hotel which they think  they will have there . so to provide the guest all those facilities you will  have  an audit and for that our company ANDONOVA & CO  CONSULTANCY is the best option that you will have in the country.we will provide all the detailed reports of Windsor Mariott  and  will conclude the possible solutions regarding those reports .
   The project outlined in the following pages will explain some possible gaps in your current auditing      process and ways by which we can fill those possible gaps .we will search  for the faults due to which the standards of the hotel are effected and ranking is also effected 

2- Purpose Objectives 
ANDONOVA & CO will make sure that everyone is honest with his profession in the hotel, hotel management has a big role in the performance of  the hotel so if they are doing well hotel will have a good quality standards . To calculate these measures we will spend some time among the staff and will  note their work (good and bad ) .As from guest side we will be there as a guest and will measure the services provided to the guest there so through all these we will have a good view of the performance of the hotel . 

3- Project Scope – 
Windsor marriott is just on few minutes drive from the Windsor airport and also its near to the main M4 road so it on the best location we have in the city .
But we are also having some competitors like copthorne hotel ,pinewood hotel , holiday in express ,holiday in slough winndsor etc . so we will discuss the effect of the competitiors on Windsor marriott .
All the above mentioned competitors are providing low rates to the guests and are having good grip on the online customer so Windsor Marriott  should have a better view of all this after our report and you will have a great boost in the number of guests after following the points of our cosultants and we will provide you the best methods of how to gain guests more than those competitors and through this report we will have a better impact on future guests and customers .

4- Deliverables: 
Anaysis that our team would conduct are :
· In depth analysis of performance of Windsor Marriott  from a guest perspective
· In depth analysis of performance of Windsor Marriott  compared to competitors in the area 
· Recommendations to increase guest satisfaction and loyalty
· Training program with materials that can be utilized for future trainees


5- Constraints: 
Constraints of our audit are as follows :-
· Front of the House/Front Desk:  how to develop guest connections, service recovery, tips to upsell. 
· Kitchen: creative ways to use ‘scraps’ as gourmet dishes, food safety, cleaning techniques
· Housekeeping: we would watch how they clean and suggest possible ways to either make it easier for the housekeepers or allow for a quicker yet still clean process 
· Procedural audits in all areas will allow us to see if there are opportunities to increase hygiene and productivity


6- Assumptions: 
ANDONOVA & CO  is the company of trust that you can trust blindly that will appoint the best for this field for the Windsor Mariott . Before starting our process we perform a SWOT analysis in which the ANDONOVA & CO provide the strengths , weaknesses, opportunities and threats to the Windsor Mariott which will help them to recongnize the SWOT in their hotel  and after that we  will help you to perform well toincrease the good features and to decrease the bad effecting things for the Windsor Mariott .
We assumne SWOT analysis by keeping in mind the strength, weaknesses,opportunities and threats .
Strength : The strength of the hotel is their pationate staff and the reputation of the hotel in the city .As we know that Mariott is a world wide name  of trust for the guests believe that they will be provided with the best there so we will not have to break their trust.
Weaknesses : weakness of the Windsor Mariott is the advertising team of the hotel and the poor online website management As we  know that its era of internet so you must have to focus on the website and provide the whole detail on the site ANDONOVA & CO provides a facility of website also which we will deliver to you after the full report from our team.
Opportunities : we need the hotel to provide the pick and drop facility to the guest so many employers can get opportunities to earn through this . 
Threats : threats are the new hotels that are trying to make their place in the community by  strong online advertisement and websites also the non adoption of the new culture of internet and mobile phone is also a big threat to Windsor Mariott . 


	2- Confidence in the Audit Team 



	
ANDONOVA &Co is known best for their work through out the world we have many other hotels which are gaining and improving day by day with our consultancy you are also having a great opportunity to gain more customers through our audit and  through a detailed audit we will be able to provide an impartial and thorough report with valuable recommendations that will ultimately add substantial value to the hotel as well as highlight areas of great success. Whilst there are a limited number of direct competitors for the hotel itself there are a variety of ways we can help improve areas with more competition such as the food and beverage department which has a vast number of competitors just minutes away in the city centre and on wine street. The brand standard audit aims to highlight areas that require improvement be that through financial performance, cleanliness, or service delivery etc.


Cost and benefit analysis :
cost is not that much infront of the benefit as we discussed below the benefits of this audit it will help you to gain more customers which will help you a lot in the revenue of the hotel so our audit fee is just a less amount infront of that benefit so you must have not to think that your money is just wasting but in future it will help you  a lot to gain more and more after applying this audit conclusions . 
    
Audit cost : to check all the services we will have to check each and everything which will cost a lot of food expenses , transport expenses and just a few days of room service expenditure . audit cost is £3500 for completion of the report ,plus expenses which will include a one meal per shift for each team member, travel expenses and a designated meeting space every Friday for 2 hours. These costs will be minimal in comparison to the long-lasting rewards the hotel will benefit from its completion

Benefits :
 Improvements in rankings (Marriott places 22 out of 30 as best places to work, etc.)
· Improved online presence (service recovery, Marriott does not place high on travel sights such as TripAdvisor and Booking.com)
· Improved retention of key employees as well as empowerment
· Improved guest service and quality in all areas

Risk analysis :
  we understand there are risks upon undertaking this project, ANDONOVA &Co. believe the accuracy of our experience is instrumental to the successfulness of our findings and recommendations and we, therefore, suggest a member of your staff is assigned to monitor the behaviour and experience we are having. We understand there is a chance staff will ‘be on their best behaviour’ and that this will affect the reliability of our findings, we hope to eliminate this by being present for an extended period.


	
3-The Audit Team and the Project Plan


	Project Manager: I will  be the project manager keeping an eye on my team and having time to time report from that about the ongoing process of the project that we will discuss before the starting that how we will find more and more defects in the  services .i am having an experience of about five years with this company and performed many audits for more than 100 hotels world wide so you don’t have to be worry from my side.
· Project Team: 
My team is a collection of the best according to this field and they are honest and responsible with their work and they are with my company from almost 4 years .

Members of the team would be a secret for everyone but here I will tell u about there services :
· One member will rotate in the hotel to keep an eye on everything and to check that everyone is doing his work with honesty or not .
· One member will stay in the room to check the room services provided 24 hours to the guest  and to point out the defects in the services .
· One member will be appointed as a staff member for a week to keep an eye on the staff about their working .
The team members will give feedback to the project manager time to time about whats happening and what defects they found their in the hotel management and hotel services ..

· Project Control – we will communicate with a Bluetooth connectivity hidden mike inside the tie and a small earphone which will be hidden inside the ear . we will have a proper detailed stored voice recordings and sheets of every work .
· Quality Control –we will start our process on thursday and will be continued till Sunday in those four days we will configure out the weekdays process  and the holidays process also which will help us to find the defects in both sequences . 
· Start Date for Audit commencement 
Thursday when we get permission from the hotel head .
· Completion Date for Audit
Next Sunday after that Thursday 






	Project Manager 


__________________________________


Date:

_________________________________
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