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Abstract
This document sets out the project plan for Yokosushi’s new branch in Kennington. The document addresses all the key issues of project planning. The project is sponsored by the owners of the business. The project will be managed by an external consultant since the company has no in-house project management expertise. External parties including renovation contractors and equipment suppliers will be involved. The project is expected to take 4 months to complete. At the end of the project, a post implementation review will be carried out to identify the lessons learned and to make the process more efficient in the future. 
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[bookmark: _Toc501029395]1.	Project Overview
Yokoso Sushi (“Yokoso”) is a sushi delivery and takeaway restaurant located in Ilford, East London. The restaurant offers a wide range of Japanese cuisine but is mainly focused on offering quality sushi at affordable prices. Management has now decided that the company is ready for expansion and a strategic decision has been taken to open a new branch in Kennington to serve consumers in south London. This document sets out the project plan for the opening of the new branch. Each critical element of the project is analysed and discussed in this document and key milestones and monitoring processes are also detailed in this document. It is anticipated that a period of six months will be required before the new branch is ready for opening. 
[bookmark: _Toc501029396]2.	Cost Benefit Analysis
[bookmark: _Toc501029397]2.1	The importance of a CBA
A cost benefit analysis (“CBA”) is used by project management teams to evaluate the potential costs and benefits associated with a particular project. CBAs can be used in the evaluation of different project including; investment in equipment and infrastructure; the development of marketing ideas; development of new products; and, changes in an organisation’s operations (Burke, 2013). If the CBA accurately incorporates all potential costs and benefits, and the benefits are greater than the costs, then the project should be profitable investment (Heagney, 2016). 
A key advantage of the CBA is that it simplifies complex decisions. Organisations undertake a diverse range of projects which may involve different types of costs and could vary in the level of detail (Burke, 2013). In such situations, a CBA is useful because different types of projects can be evaluated based on similar terms; the total benefits less the total costs equal net benefit to the organisation (Burke, 2013). This simplicity of the CBA allows comparison between projects regardless of the difference between them. 


Another advantage of the CBA is that it allows for an objective comparison of different projects. In some enterprises, the business management may become emotionally involved in a particular project due the time that they have invested in it (Heagney, 2016). They may, thus, pursue projects even in the face of better, more profitable options. The CBA can help in overcoming such bias by comparing the actual costs and benefits and managers may use this information to overcome their bias (Heagney, 2016). 
[bookmark: _Toc501029398]2.2	CBA for new Yokosushi Branch
CBA for the new branch will be based on whether the new branch can generate sufficient annual revenues to cover its annual expenses and deliver an annual profit. The owners of the business have tasked their accountants with estimating the annual costs of operating the new store. At the same time, the owners have conducted market research in Kennington to estimate the revenue that the new branch can be expected to generate. The following table sets out the estimated annual revenue and costs of the new branch. 
	Estimated Annual Revenue
	£60,000

	Estimated Annual Rent
	£12,000

	Estimated Increase in wages
	£11,800

	Estimated Increase in raw materials
	£10,000

	Estimated annual profit of new branch
	£26,200



In addition to the above, the accountants estimate an investment of £15,000 will be required for equipment and fittings for the new branch along with £30,000 for renovation, licencing and sundry costs. The accountants also conducted an investment appraisal which shows a positive NPV over a period of five years. Based on this financial information, the owners have concluded that the resulting increase in revenue and profit justified the opening of the new branch.


[bookmark: _Toc501029399]3.	Milestones
The first key milestone is the identification and leasing of suitable premises in Kennington. This is expected to be achieved by the 31st of January 2018. Yokoso’s management will work in conjunction with local commercial real estate agents to identify a suitable location which meets critical criteria including; convenience for delivery to local customers; and, sufficient footfall to promote the restaurant and attract new customers. 
The second key milestone is the renovation and conversion of premises to bring them in line with Yokoso’s branding. This would include the purchase and installation of suitable equipment and fixtures. Management expects that this milestone will be reached by 31st March 2018. Yokoso intends to work with existing equipment suppliers and local building companies to achieve this milestone. 
[bookmark: _GoBack]Another critical milestone is the hiring of staff for the new branch. Management has identified four key positions that need to be filled including; 3 sushi chefs; 4 kitchen assistants; 2 cashiers/receptionists; and, 6 delivery drivers. All staff are expected to be in place by 1st April 2018.
[bookmark: _Toc501029400]4.	Risk Analysis
The key risk faced by the project is that there will be a delay in the opening of the new branch. The delay could be due to the following reasons; renovation works are delayed; a delay in the acquisition and installation of required equipment; a delay in obtaining the necessary food hygiene license from the local council. These issues are considered critical since they are dependent on external contactors and the council, and, thus, are outside the control of the project management team. The table below shows how each of these risks will be mitigated;


	Risk
	Risk mitigation

	Delay in renovation
	PM to obtain time-frame from contractor and the PM is responsible ensuring that contractor is adhering to stipulated deadlines. Owners could consider giving a monetary incentive for meeting completion deadlines. 

	Delay in delivery/fitting of equipment
	PM to ensure that all equipment is ordered with sufficient time for delivery and installation. PM to follow up with suppliers for delayed deliveries

	Delay in obtaining council permission 
	Owners to ascertain time taken for regulatory approval. PM to ensure that documentation filed on time. 



[bookmark: _Toc501029401]5.	Project Evaluation 
Project evaluation is usually carried out via a post implementation review (“PIR”). The PIR is prepared after the completion of the project and its main purpose is to evaluate the following; whether project goals were met; the effectiveness of the project management process; and, to add to organisational knowledge by understanding the lessons learned from the project (Dogaru & Dogaru, 2015). The PIR is generally composed of a number of components as follows;
Measurements and Metrics
Metrics in the PIR can be used to assess how much of potential benefits were actually realised on the completion of the project (Burke, 2013). The project implementation team and the project sponsor have access to measurements in the PIR which show a comparison between planned benefits and actual benefits (Dogaru & Dogaru, 2015). Such a comparison is required to assess if the project does actually benefit the organisation. 
Documentation
The PIR is also useful in the preparation of documentation which is useful in ensuring a handover between the project team and operational teams (Heagney, 2016). The PIR shows what areas have been reviewed and signed off as part of the hand-off, and, this process smoothens the transition between the project phase and the operational phase. Furthermore, this process also mitigates the risk of knowledge gaps existing between project teams and implementation teams (Dogaru & Dogaru, 2015). 


Lessons learned
A key part of the project evaluation phase and the PIR is to identify the key lessons learned from the process. These lessons form knowledge which can be used to develop excellence in project management (Burke, 2013). This part of the PIR is especially important since each project is different and different lessons learned can be incorporated into best practice. The PIR and post project meetings are also effective platforms for stakeholders to identify potential problems and opportunities for improvement and development (Dogaru & Dogaru, 2015). 
Post Implementation Review for Yokosushi
The PIR are usually carried out through a combination of meetings, documentation, interviews and surveys. The actual methods used will vary based on the nature and scale of the project. In the case of large and complex projects, techniques such as surveys would be appropriate as there are likely to be a large number of stakeholders whose views would need to be considered. 
However, in the case of Yokosushi, there are few stakeholders since the company is small and the key external stakeholders are the PM and the external renovation contractor and equipment suppliers. Hence, the opening of the new store will be evaluated by conducting focus group interview with individuals involved in the project. Since Yokoso is a small company, this method is considered the most efficient in terms of obtaining the views of different parties involved in the move. Interviews will also be conducted with external contractors to understand what problems were encountered and how the process can be streamlined further.
Another key part of the PIR will be the preparation of documentation which clearly identifies the key lessons learned from the process. This document is especially important for Yokosushi. The opening of the new branch shows that the company has potential for growth. Future growth may lead to the opening of new branches. Hence, the lessons learned from this project need to be properly documented since they could increase the efficiency of opening any additional branches and this could lead to cost savings. 


[bookmark: _Toc501029402]6.	Financial Savings
The opening of the new store will not directly result in cost savings; in fact, the new investment will result in addition capital investment and operating costs. However, the benefit of opening the new store lies in the ability of the store to generate revenue and profits for Yokosushi as the company seeks to expand. The CBA shows that the new store should be profitable. If the profits are realised, they could be used to fund further branches. Hence, the key financial benefit of the project is the ability of the company to increase its revenue and profits with a view to further expansion. 
[bookmark: _Toc501029403]7.	Non-financial Savings
The main non-financial benefit of the project would be increase Yokosushi’s brand presence in the Japanese takeaway market. At present, the company is only operating in Ilford and, thus, has a limited presence which is confined to east London. Opening a new branch in a completely different part of London will expose the brand to a new set of consumers and, thus, increase the profile of the brand. Another non-financial benefit is that the local community could benefit if the company chooses to recruit new staff locally. 
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	1.3 Produce a project plan using an appropriate project planning technique (PID)
	Tick when complete                      

	Section 1 – What is the project all about?

	

	Project Title 
Opening of new Yokosushi branch in Kennington, South London

	

	Background 
Yokoshushi is a Japanese takeaway and delivery restaurant in Ilford, East London. The business has grown in the past year and the owners believe that they can successfully expand by opening another branch in London. Hence, they have taken a decision to open a new branch in Kennington, South London
	

	Purpose
To open a new branch of Yokosushi in Kennington, South London
	

	Objectives (and how they will be measured)

	

	Project scope
Only the owners of the business will be involved in the project. External consultant will be hired on contract basis to act as project manager
	

	Exclusions from scope
Employees at the existing branch in Ilford will be excluded to keep the business operating.
	

	Deliverables (including dates of completion)
Identification and leasing of suitable premises – 31/01/18
The owners are responsible for the selection of premises

Renovation and conversion to premises to a Japanese restaurant with Yokosushi branding – 31/03/18 
Responsibility of project manager and building company hired for the work.

Hiring of staff including 3 sushi chefs, 4 kitchen staff, 2 reception staff and 4 delivery staff – 1/04/18 
Responsibility of owners


	

	Constraints
The opening of the new restaurant is dependent on the work of the building company hired to do the renovation and also on equipment suppliers who will need to deliver and install equipment within a specified time-frame. 
	

	Assumptions
Not applicable
	

	Section 2: Why should this project go ahead?
	

	Business case: Project Benefits
The new branch will increase the overall revenue and profits for the company. If the expansion is a success, it may provide a platform for future growth through the opening of additional branches

	

	Options
Not applicable 
	

	Cost and Timescale
The new restaurant is expected to be operational in four months at a total cost of £800,000
	

	Cost/Benefit Analysis
Refer to section 2 of the project planning document
	

	Risk Analysis: Risk Identification
New branch may not be profitable and could result in capital losses for the business owners
	

	Risk prevention
Promote the new branch is Kennington through a strategy which combines paper media such as leaflets, promotional discounts and the use of existing social media accounts which can use existing customers to recommend new branch to friends in South London
	

	Risk Management
Ensure that weekly and monthly revenue targets are met
	

	Risk Monitoring
The business owners and the manager of the new branch will analyse weekly and monthly management accounts to assess if performance targets for the new branch are being met.
	

	Section 3:  Who will work on the project?
	

	Roles and Responsibilities
· The project team will include the existing business owners and an external consultant to act as project manager. 
· The business owners will be responsible for initiating the project and approving the PM’s recommendations
· Business owners responsible for selecting and leasing suitable premises
· PM responsible for obtaining quotes from building companies for renovation of premises
· PM responsible for obtaining quotes from equipment suppliers.
· PM to monitor builders’ progress to ensure timely completion of renovation
· PM to ensure timely delivery of equipment
	

	Project Organisation Chart/Structure diagram

	

	Names of: Project Sponsor
Existing business owners
	

	Project Manager (PM)
An external consultant will be hired to act as project manager for the duration of the project. This is because the company does not have in-house expertise. 
	

	Section 4:  How and when will the project be delivered?
	

	Initial Project Plan
	

	Assignments/Milestones
Identification and leasing of suitable premises – 31/01/18
The owners are responsible for the selection of premises

Renovation and conversion to premises to a Japanese restaurant with Yokosushi branding – 31/03/18 
Responsibility of project manager and building company hired for the work.

Hiring of staff including 3 sushi chefs, 4 kitchen staff, 2 reception staff and 4 delivery staff – 1/04/18 
Responsibility of owners

	

	Schedule (Gantt Chart)
Refer to Appendix 2
	

	Human Resource Requirements:  Project Team
Yokosushi does not have internal project management expertise. Therefore, an external project manager will be hired on a contract till the completion of the project. 
	

	Support Staff
Not required
	

	Additional staff
Not required
	

	Project Control:  Monitoring mechanisms
The PM will report weekly to the business owners. The weekly reports will be used to assess progress and to ensure that actual costs are within budgets. 
	

	Communication channels and schedules
Since the company is small, the owners and PM will inform existing employees about the project by holding a meeting. 
	

	Quality Control
Effectiveness of the project will be evaluated through monthly meetings between the owners and the PM
	



1.4 Set objectives and targets/milestones to monitor performance and review plans within the project

To ensure that the project is delivered on time, milestones and dates are used to ensure that each critical task is completed on time. The primary objective of the project is to ensure that the new branch in Kennington is operational by April 2018 and the key milestones are listed in the table below. It is the responsibility of the PM to ensure that each milestone is achieved on time. 
	Milestone
	What?
	Who?
	When?
	Monitor

	Selection and leasing of premises
	Suitable premises to be identified by working with local commercial real estate agents
	Owners
	31/01/18
	

	Selection of renovation contractors and equipment suppliers
	PM to obtain quotations and make recommendation to owners
	PM and Owners
	14/02/18
	

	Completion of renovation and fitting of equipment
	PM to monitor progress to ensure timely completion 
	PM and contractors
	31/03/18
	

	Recruitment and training of new staff
	Owners to recruit suitable staff
	Owners
	31/03/18
	



1.5 Use a project evaluation technique to evaluate the project

A post implementation review will be conducted three months after project completion. The review will enable the owners, PM and external contractors to assess whether objectives were delivered in a timely manner. Moreover, the review will also enable the project team to understand where challenges arose and how such challenges can be mitigated in future. Such lessons will be important if Yokosushi decides to open another branch. 
Due to the small number of people working at Yokosushi, focus groups will be the most effective method of conducting the post implementation review and producing the lessons-learned report. The focus groups should include representatives of the renovation firm used and the equipment suppliers used. 
2.1 List areas where net savings can be achieved as a result of the workplace project
The opening of a new branch does not result in cost savings as more expenditure is incurred when a new branch is opened. However, the financial benefits will accrue from the increase in revenue and profits when the new branch is operational. 
2.2 Identify wider non-financial implications that can result from the workplace project
In addition to revenue increases, opening a new branch will increase market exposure which could result in higher sales. 
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