Project Planning 1


Project Specification 

	Title
The Royal Dreams Hotel and Spa is the title of my project. It is going to be a 3-star, 50-bedroom hotel, situated in the heart of Swansea Marina. The refurbishment time frame is 4 months.

	General Aims
My general aim is to open a hotel that believes in the passionate pursuit of excellence, along with uncompromising services and integrity. By enjoying 90% occupancy throughout the year, should bring financial success to the hotel making it strive to be number one around the Swansea Marina. The Royal Dreams Hotel and Spa has to provide guests with an unforgettable, memorable experience, so that they keep on returning in the future. Also, a happy guest experience leads to great reviews. These guests will then recommend the hotel to friends, family members and business associates.  

	Scope
The Royal Dreams Hotel and Spa will have 50 bedrooms tastefully decorated. There will be an indoor swimming pool, spa room, gymnasium, restaurant/bar area, on-site shop and self-service laundry room. Also, the reception area is bright and area, with a quiet lounge area nearby. The kitchen will contain modern appliances and competent staff to help provide an interesting and tasty menu. The outside parking area is of sufficient size with disabled parking bays. The opening of this hotel will be advantageous for local businesses in the Swansea area. Not only will the hotel create more employment but will bring more people to the area. The category of people I want to target are tourists, travellers, business people, event managers, college students, religious organisations, sports men and women and travelling agencies. The hotel will recommend tours (Gower), places of historical interest, restaurants, entertainment, shops, transport links e.g. local taxis and nightlife (pubs and clubs). This will generate extra income for local businesses, as they spend money locally, which in return will be great for Swansea’s economy. Local Welsh goods and produce will be used on the menu, which will help farmers and small businesses to thrive. Opening this hotel in the Swansea Marina, and as it comes more and more successful is such a positive thing for the Swansea area. The Royal Dreams Hotel and Spa will work with the community and in the future a sister hotel will be probable. The customer base of the hotel has to increase steadily, in order for the business to make a profit. By creating hype around the hotel brand through publicity and advertising means that The Royal Dreams Hotel and Spa will remain committed in the hospitality industry. Fliers will be distributed to target areas and billboards placed at relevant locations. The hotel brand will be advertised on the local radio stations and in travel magazines, increasing the customer base. 

	Objectives and Results
The Royal Dreams Hotel and Spa will be a competitive hotel, thus becoming the number one choice with guests around the Swansea Marina. This 3 star hotel will be tastefully decorated with top quality furnishings, which will offer not only comfort but add to the guests remarkable experience. The staff will deliver a reliable, caring and professional service, which will be superior to the surrounding competition. This is due to the regular up-to-date training programmes available to them, through the hotel. They are the face of the hotel. The guests will have a memorable and home from home experience, ensuring they return frequently in the future. This in return will keep the hotel occupied ¾ of the year to be able to generate a profit. The renovation process should be a maximum of a 4 month timescale, with a budget of £400,000 start up. There will be 3 investors offering £100,000 each along with a £100,000 loan from the bank. Any other necessary funds will be raised to cover the costs. 

	Deliverables
The project plan for The Royal Dreams Hotel and Spa, indicates what needs to be done, which resources need to be utilised and the timescale when the project is due. This will help guide the project successfully to the target completion date. Some milestones that will occur throughout the project are: obtaining funding, location selection, obtaining permits/licenses, refurbishment, hiring staff, signing contracts, training, fitting and fixtures, obtaining press release and opening launch party. These checkpoints have to be completed one at a time before the next task in the project can begin. This is why having a designated time scale and sticking to it is very important, so that these high priority tasks run smoothly, keeping the project within budget. Some important deliverables include: 1) meeting and understanding the hotel’s direction. 2) Customer feedback and client satisfaction by meeting their needs and wants. This can be managed through up-to-date training so staff can perform at their best. 3) By keeping updated documents easily accessible, and use simple language when communicating to staff at all levels, to avoid confusion over tasks. 4) All team members and stakeholders should be able to access all necessary documentation, so that each stage of the project can be completed. 5) Important and relevant information should be gathered and kept from all the stakeholders, in reports. 

	Assumptions and Dependencies
The project for The Royal Dreams Hotel and Spa will be dependent on costs, resources, team’s opinions and time-schedule. Each event is likely to occur during my project’s life cycle. There has to be a logical constraint-based relationship between these tasks as one is reliant on the other. If one task is not completed then, the next one cannot begin. The project has got to be delivered in a sequence of events otherwise there could be a knock on affect, which could be costly e.g. if my project runs over the timescale for the launch party. A closed hotel does not generate profit. This is why I have to assume that these events are likely to occur, and be prepared before they happen so that a solution is found rapidly. By avoiding extremities and faulty logic in my project, any adjustments made are on knowledge, facts and belief, so that my project can be a success. 

	Stakeholders
The stakeholders in my project to finance The Royal Dreams Hotel and Spa, are my three business partners and myself. Each of my business partners will contribute £100,000, and £100,000 will be in the form of a bank loan with APR on repayments made by myself. Each of the stakeholders will have a direct interest in the business, as they are looking for a healthy return on their investment. This means that they will be involved in the project, as they are affected by its outcome. The areas of importance they will be able to use their expertise in are, publicity advertising, improving the performance of the hotel’s brand, generating and promoting business, and marketing so that that they can come up with new plans to generate sales. 

	Risks
The main problem that may interfere with my project is lack of funding and financial back up, to help my business get started. Without the start-up-capital there will be no business. Also, location is an important factor, and is relevant to remain in the hospitality industry. Being located in a prime spot in Swansea is essential to increasing customer base. Without an increasing customer base, the business won’t turn over any profit. Lack of staff training can lead them to drive customers away. Not dealing with complaints appropriately, being rude and unapproachable can lead to customers giving bad reviews and not returning to the hotel. Another risk is not opening at the designated timescale, or having no funding left to achieve publicity. If customers don’t know where to find you or when you are open then they cant frequent the hotel. Missing objectives and deliverables in the project plan, and having a vague understanding of the project itself can put the project in the direction of failure. This can lead to bankruptcy. All these risks have to be taken into consideration when project planning. 



Check List:
1. Generate Start Up Capital – (stakeholders and Bank Loan)
2. Hotel Name Availability Check
3. Business Registration
4. Opening Corporate Bank Accounts
5. Secure Point of Sales Machines (POS)
6. Opening of Mobile Money Accounts
7. Opening of Online Payment Platforms 
8. Application for business license and permit 
9. Purchase insurance for the Business 
10. Obtaining Premises and refurbishing the facility
11. Writing up the business Plan 
12. Design Hotel Logo
13. Writing up Employees Handbook
14. Draw up contracts and relevant legal documents
15. Acquire Software
16. Employee recruitment 
17. Purchase of furniture, electronic equipment, office appliances, bar and reception equipment and bedrooms and kitchen equipment
18. Create hotel website 
19. Health and safety and fire safety license
20. Opening party
21. Contact local businesses to supply food, drinks, snacks, tobacco, wines and beers.
Task Analysis 

	Stage
	Activity/Task
	Timescale
	Actual 
Time

	1.1
	Generate start-up capital
	2 weeks 
	2 weeks

	1.2
	Hotel Name Availability Check
	2 days
	24 hours
(online)

	1.3
	Business registration
	9 days
	7 days

	1.4
	Open corporate bank accounts
	7/10 days
	9 days

	1.5
	Secure point of sales machines (POS)
	5 days 
	4 days

	1.6
	Open mobile money accounts
	10 days
	7 days

	1.7
	Open online payment platforms
	2/3 days
	2/3 days

	1.8
	Application for business licence and permit
	2 weeks 
	10 days

	1.9
	Purchase insurance for the business
	3 days
	3 days

	2
	Obtain premises and refurbish the facility
	16 weeks
	16 weeks

	2.1
	Write up the business plan
	8 weeks
	8 weeks

	2.2
	Design hotel logo
	45/60 days
	55 days

	2.3
	Write up employees handbook
	90 days
	90 days

	2.4
	Draw up contracts and relevant legal documents 
	2 ½ weeks
	2 weeks

	2.5
	Acquire software
	7 days
	7 days

	2.6
	Employee recruitment 
	12 weeks
	10 weeks

	2.7
	Purchase of furniture, electronic equipment for office, kitchen, bar areas etc
	10 weeks
	10 weeks


	2.8
	Create hotel website 
	14 weeks
	13 weeks


	2.9
	Health and safety and fire license
	3 weeks
	
3 weeks

	3
	Opening party
	12 weeks
	12 weeks


	3.1
	Contact local businesses to supply food and drinks etc
	12 weeks
	
11 weeks


  

  Project Schedule
  This indicates what needs to be done, which resources needs to be utilised, and the end date for the project. The document collects all the work needed to deliver a project on time. This is an important tool for guiding a project successfully to its target completion date. It shows a depth of information and can be used to visually compare the actual progress, of the milestones needed to be completed at a designated time during the project life cycle. These milestones are significant, as they can have a knock on affect to the timescale of the project as the next task may not be able to start until the preceding one is completed. 






2

Project Schedule
[image: ]
Skills/Knowledge
Design (Logo)
Advertising/ Fliers, Billboard websites/launch party
Marketing – Brand/Logo
Sales – communicate with local businesses
Project managing
Interview employees, contracts, training
oversee general contracting work (electrics, painting, plumbing, etc)
oversee bank accounts and monies (wages). 

People
3 stakeholders 
Marketing director 
Sales director
advertising director
Project manager
Software expert (website)
Interior designer/consultant
General contractors
Accountant
Human Resource and Administrative Manager

Materials/Equipment
Redecorating, bathroom equipment, non fixed assets, furniture, fittings and equipment for bedrooms and corridors, public areas, reception area, restaurant, bar and kitchen. 

Facilities
Access to all areas in the hotel. Bedrooms, corridors, reception, bar, restaurant, public areas, kitchen. All done in stages. Large conference room and office. 









Resource Plan 

	Stage
	Skills/Knowledge
	People
	Materials/Equipment
	Facilities

	1
	Project Managing
	Project Manager
	Business Plan
	Access All Areas

	1.1
	Oversee Bank Accounts and Money
	Accountant
	Corporate Accounts, POS Machine, Online Accounts
	NONE

	1.2
	Oversee General Contracting Work
	General Contractors
	Plumbing, Electrical, Building, Painting 
	Access All Areas

	1.3
	Design (Logo)
	Marketing Director
	Internal Network
	Office

	1.4
	Oversee of Furniture and Fittings 
	Interior Designer/ Consultant
	No-fixed Assets
	Access All Areas

	1.5
	Advertising (Fliers, Billboards, Launch Party)
	Advertising Director
	Templates
	Office

	1.6
	Sales (Communicate with local businesses)
	Sales Director
	Price lists, Menu, Itemised Stock
	Meeting Room

	1.7
	Website Design and Software Integration
	Software Expert
	Internal Networks
	Office, Reception, Bar/Restaurant

	1.8
	Employee Handbook, Contracts and Interviewing Employees, Training
	Human Resource and Administrative Manager
	Presentation Network
	Large Conference Room

	1.9
	Input In Marketing, Advertising, Design
	3 Stakeholders
	Accounts, Software, Design, Planning
	Access All Areas




BUDGET PLAN
£400,000
Legal Expenses for licences and permits
Fee for registering the Business
Marketing Promotion Expenses
Insurance (general liability, property casualty etc
Software – accounting and payroll
Cost of buying the facility
Refurbishment and Renovations
Start up expenses e.g. stationery
Phone and utility
Operating costs for first 3 months (Salaries, Paying bills, etc)
Start up inventory 
Office equipment and furniture
Store equipment (till register, ventilation, logo, etc)
Bar Area (counter top, ice machine etc)
Serving Equipment (Glasses, etc)
Furniture and Gadgets (Computers, Printers, TV’S, telephone, table, chairs, sound system, etc)
Storage Hardware ( bins, shelves, glasses case, sink drainer etc)
Launching Website
Opening Party
Miscellaneous 

Budget Plan 
N.B. Feel free to replace the cost centre heading shown with your own.
	COST CENTRE

	Stage
	Cost Item
	Materials
	Facilities
	Expertise
	Admin
	Other?
	Other?
	Total
Estimated Costs

	1.1
	Obtaining Premises
	
	
	
	
	
	
	200,000

	1.2
	Building Permits/ Licenses
	
	
	
	
	
	
	1,500

	1.3
	Insurance
	
	
	
	
	
	
	21,000

	1.4
	Remodelling Facility
	
	
	
	
	
	
	93,000

	1.5
	Registration Of Business
	
	
	
	
	
	
	750

	1.6
	Marketing
	
	
	
	
	
	
	1,800

	1.7
	Start up Inventory
	
	
	
	
	
	
	17,500

	1.8
	Operating Costs
	
	
	
	
	
	
	30,000

	1.9
	Start Up Expenses
	
	
	
	
	
	
	500

	2
	Software (Accounting and Payroll)
	
	
	
	
	
	
	8,000

	2.1
	Phone and Utility
	
	
	
	
	
	
	1750

	
	Totals:
	
	
	
	
	
	
	375,800

















	COST CENTRE

	Stage
	Cost Item
	Materials
	Facilities
	Expertise
	Admin
	Other?
	Other?
	Total
Estimated Costs

	2.2
	Office Equipment and Furniture
	
	
	
	
	
	
	1800

	2.3
	Store Equipment
	
	
	
	
	
	
	6,875

	2.4
	Bar Area
	
	
	
	
	
	
	4750

	2.5
	Serving Equipment
	
	
	
	
	
	
	2000

	2.6
	Furniture and Gadgets (Computers, Printers, Table, Chairs, Sound System, etc))
	
	
	
	
	
	
	2000

	2.7
	Storage Hardware
	
	
	
	
	
	
	1860

	2.8
	Launching Website
	
	
	
	
	
	
	665

	2.9
	Opening Party
	
	
	
	
	
	
	2500

	3
	Miscellaneous
	
	
	
	
	
	
	1750

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Totals:
	
	
	
	
	
	
	24,200












OVERALL TOTALS:                                                                                                                                        £400,000




Sources Of Information:
1. http://www.pixelearth.net/pages/project-specification
2. https://www.hotelieracademy.org/hotel-renovation-tips-the-4-key-steps/
3. https://smallbusiness.chron.com/examples-task-analysis-activities-18058.html
4. https://www.devteam.space/blog/6-tips-to-write-project-specification/
5. https://www.projectsmart.co.uk/project-planning-step-by-step.php
6. https://www.wrike.com/blog/foolproof-project-plan/
7. https://try.airtable.com/gantt2?utm_source=google&utm_campaign=ganttkey_&utm_term=%2Bgantt%20%2Bchart&utm_content=351261369552&utm_extra2=1t1&utm_extra4=g&campaignid=1719868201&adgroupid=70731916997&feeditemid=&targetid=kwd-24326763427&loc_physical_ms=9045393&matchtype=b&network=g&device=c&devicemodel=&gclid=EAIaIQobChMI0rWDs6jJ5QIVB7TtCh3NwQL4EAAYASAAEgJ0__D_BwE&creative=351261369552&keyword=%2Bgantt%20%2Bchart&placement=&target=&adposition=1t1&r=aHR0cHM6Ly93d3cuZ29vZ2xlLmNvbS8%3D

8. https://leanplan.com/lean-business-plan-milestones/
9. https://www.freshbooks.com/blog/the-5-step-plan-to-creating-a-balanced-business-budget
10. https://www.inc.com/encyclopedia/businessbudget.html
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