[image: A black background with white text

Description automatically generated]



BA(Hons) Business Management 
Student Name: Cristina Borta
Student Number: 2239416
Course Name:  Project Management
Course Code:  LCBB6006
Lecturer Name: Zainab Atta
Date: 19 July 2026












Table of contents

1.	Introduction	1
2.	Aim, Objectives, and Scope	2
3.	Business Case	3
Table 1. SWOT Analysis for Bloom Coffee	4
4.	Project Charter	5
5.1 Project Deliverables	5
Table 2. Project Deliverables for Bloom Coffee	6
5.2 Work Breakdown Structure	7
Table 3. Work Breakdown Structure for Bloom Coffee	7
5.3 Resource Breakdown Structure	8
Table 4. Resource breakdown structure for Bloom Coffee	9
5.4 Cost Breakdown Structure	10
Table 5. Estimated budget for refurbishment of Bloom Coffee	10
5.5 Milestone and Gantt Chart	11
Table 6:  Milestones for Bloom Coffee	12
Figure 1. Gantt Chart for Bloom Coffee	13
6. Stakeholders	14
Table 7: Stakeholders Map	14
Table 8: Stakeholders Communication Plan	16
7. Risk Management	17
Table 9: Risk Register for Bloom Coffee Refurbishment	18
8. Recommendations	20
9. Conclusion	20
References	21
Appendix	23
Appendix A Project Charter for Bloom Coffee	23
1. Project Overview	23
2. Stakeholder Analysis	24
3.1 Scope, Boundaries and Deliverables	24
5.	Project Schedule	25
5. Risk Assessment and Management	26
6. Quality Management	26
7. Communication Plan	26
8. Budget and Resource Allocation	28
9. Approval	29
Appendix B: RACI Matrix for Bloom Coffee	30














1. [bookmark: _Toc235263752]Introduction

Project Name: 
Project Plan for the Refurbishment and Reopening of Bloom Coffee Small Independent Coffee Shop
Location
Kent, Chatham 
Launch
Four-five weeks
03/08/2026-04/09/2026


Project management is the application of knowledge, skills, tools, and techniques to project activities to meet project requirements (PMI, 2021). Bloom Coffee must coordinate refurbishment, equipment installation, supplier arrangements, staff preparation, and reopening within budget and time.

Bloom Coffee is a small independent coffee shop that requires internal refurbishment before re-opening. The project improves interior layout, customer seating, service counter, decoration, lighting, coffee equipment setup, signage, and final cleaning to prepare the premises for trading. Major structural work, long-term business operations, and marketing campaigns are excluded.

A structured approach is appropriate because the project has clear outputs, linked activities, resource needs, and time constraints. However, flexibility is required because refurbishment projects may include hidden defects, design changes, contractor delays, or supplier issues (Ali & Au-Yong, 2022). Thus, a principles-based approach allows project management tools to be tailored to the project (Shepherd et al., 2023).



2. [bookmark: _Toc235263753] Aim, Objectives, and Scope

The goal of this project is to refurbish and prepare Bloom Coffee for reopening as a safe, functional, and customer-ready independent coffee shop within the agreed-upon budget, timeframe, and quality standards. This project must balance cost, time, quality, and operational readiness while accommodating supplier delays, layout changes, and hidden defects. Refurbishment projects are more uncertain than new-build projects (Ali and Au-Yong, 2022), so project principles should be tailored to the project.

The objectives are to:
- Confirm the refurbishment design, budget, schedule, and responsibilities before work starts.
- Clear the premises and prepare it for refurbishment.
- Complete decoration, flooring, lighting, and counter improvements.
- Install and test coffee equipment, refrigeration, till system, furniture, and signage.
- Check suppliers, stock, staff readiness and safety requirements.
- Complete final cleaning, inspection, and handover before reopening.

Interior refurbishment, customer seating, service counter setup, coffee equipment installation, furniture, signage, supplier setup, staff preparation, final cleaning, and reopening are included. Major structural changes, long-term operations, marketing campaigns, external repairs, and plumbing or electrical redesign are excluded. Good scope control is required to reduce cost growth, delay, and disagreement (PMI, 2021). However, if urgent defects or compliance issues are found during delivery, the scope should still be reviewed.



3. [bookmark: _Toc235263754]Business Case

Business feasibility is the assessment of the practicality, cost, and legality of a proposed project before any resources are committed. The business case for Bloom Coffee is to renovate and reopen the coffee shop in a safe, attractive, and operational manner. 

From a business perspective, the initiative is viable as the reopening allows Bloom Coffee to restart trading and generate revenue. The renovation is to improve the customer experience through seating, lighting, decor, counter configuration, and ambiance. The physical ambiance, quality of products, employee performance, variety of offerings and their appropriateness influence the experiences in coffee shops as shown by Vu et al. (2025). 

The project is technically feasible because it only concerns internal renovations and preparations for reopening. The work involves no major structural or external work and can be performed by a small team. However, renovation projects can also expose hidden defects, design changes, and delays from suppliers (Ali and Au-Yong, 2022). Viability therefore rests on initial assessments, supplier validation and weekly progress evaluations. 

The project is financially viable provided that the budget of £15,730 is approved prior to commencement of work. Bauer (2024) states that scope and deliverables set expectations and define project boundaries. This is important because ambiguous additional work, like plumbing or electrical changes, can raise costs and delay reopening. Delivery time is expected to be four weeks plus one contingency week.








[bookmark: _Toc235263755]Table 1. SWOT Analysis for Bloom Coffee

	Strengths
	Weaknesses

	The project has a clear purpose: refurbish and reopen Bloom Coffee.
	The business may have limited budget as a small independent coffee shop.

	The scope is manageable because it focuses on internal refurbishment only.
	The project depends on contractors, suppliers, and equipment delivery.

	A refreshed interior can improve customer experience and brand image.
	Delays may reduce income because the shop cannot trade during refurbishment.

	The project can be completed by a small team within a short timeframe.
	Hidden defects or layout issues may appear once work begins.

	Opportunities
	Threats

	Reopening can attract existing and new customers.
	Supplier delays could affect equipment, furniture, or stock availability.

	Improved seating, lighting and signage can increase customer satisfaction.
	Cost increases could reduce the available budget.

	Stronger customer experience can support repeat visits and positive reviews.
	Competitors may continue trading while Bloom Coffee is closed.

	Sustainable choices, such as reusing furniture or reducing waste, can improve the shop’s image.
	Poor-quality refurbishment could damage reputation and reduce customer trust.


Source: Author’s own work

The SWOT analysis identified that Bloom Coffee has a clear project objective, achievable internal scope, and opportunities to increase customer satisfaction. The main risks are supplier delays, hidden defects, cost increases and loss of revenue during the closed shop period. Therefore, the success of the project relies on Bloom Coffee’s ability to quickly validate supplier lead times, maintain a contingency budget, avoid scope creep, and assess progress on a weekly basis.

4. [bookmark: _Toc235263756]Project Charter 

The project charter confirms Bloom Coffee’s purpose, scope, stakeholders, risks, budget assumptions, milestones, and handover requirements. Kim, Kudinova and Kovalova (2025) explain that a project charter helps define key project parameters and supports stakeholder coordination. For Bloom Coffee, the charter confirms that the project is limited to refurbishment and reopening preparation, while major structural work, long-term operations and future marketing campaigns are excluded. The full Project Initiation Document / Project Charter is provided in Appendix A. A limitation of the charter is that it only supports control if changes are formally reviewed. Otherwise, scope creep may still occur.

[bookmark: _Toc235263757]5.1 Project Deliverables

The project deliverables are the direct outputs needed for Bloom Coffee to reopen successfully. According to Bauer (2024) scope and deliverables define the boundaries of the project, define what the customer expects, and help with planning and control. Deliverables for this project include an approved refurbishment plan, cleared premises, completed interior works, installed coffee equipment, furniture, and signage, confirmed suppliers, prepared staff, and final cleaning.
The success criteria agreed prior to handover must be assessed for each deliverable. This is significant because completing the physical refurbishment alone is insufficient, so the shop must also be operationally ready. However, the original plan may need to be reassessed if there are delays from suppliers, equipment breakdowns or hidden defects.




[bookmark: _Toc235263758]Table 2. Project Deliverables for Bloom Coffee

	Deliverable
	Project Meaning
	Success Criteria

	Refurbishment plan approved
	Design, layout, budget and schedule confirmed
	Owner approves scope before work starts

	Premises cleared and prepared
	Old furniture, waste and unused items removed
	Shop ready for refurbishment work

	Interior works completed
	Decoration, flooring, lighting, and counter area finished
	Interior meets agreed design and quality standard

	Coffee equipment installed
	Coffee machine, grinder, fridge and till system fitted
	Equipment tested and ready for use

	Furniture and signage installed
	Tables, chairs, menu board and external/internal signage fitted
	Customer area ready for service

	Suppliers confirmed
	Coffee, milk, bakery items and packaging suppliers arranged
	Opening stock and delivery dates confirmed

	Staff prepared
	Staff briefed on service process, safety, and opening duties
	Staff ready for reopening

	Final cleaning and handover
	Shop cleaned, checked, and accepted before reopening
	Bloom Coffee ready to reopen to customers


Source: Author’s own work, based on Bauer (2024)

These deliverables serve as the foundation for the work breakdown structure (WBS), as each output must be divided into activities, resources, and milestones.



[bookmark: _Toc235263759]5.2 Work Breakdown Structure

A Work Breakdown Structure (WBS) has been used to break down the work packages for the Bloom Coffee refurbishment into smaller pieces. Project management tools help in planning and controlling scope, schedule, resources, cost, quality, and risk (PMI, 2021). The project includes premises clearance, decoration, equipment installation, supplier preparation, staff readiness, and handover.

The work breakdown structure is related to the project deliverables in that each work package must deliver a specific output before it can be reopened. Scope and deliverables are used to set project boundaries and control expectations (Bauer, 2024). For Bloom Coffee, the WBS emphasises a renovated interior, working service counter, tested equipment, confirmed suppliers, and final handover.

Due to the logical order of refurbishment activities, a sequential WBS occurs. However, the WBS needs to be flexible because supplier delays, equipment adjustments, or layout changes may impact the planned sequence. Shepherd et al. (2023) suggest that project management principles should be adapted to context rather than applied in a mechanical way. Therefore, the WBS should be revisited during delivery and not considered as a static document.

[bookmark: _Toc235263760]Table 3. Work Breakdown Structure for Bloom Coffee

	WBS Code
	Work Package
	Sub-Activities / Tasks
	Deliverable

	1.0
	Project planning
	Confirm design, layout, budget, schedule, contractors, and responsibilities
	Approved refurbishment plan

	2.0
	Premises preparation
	Remove old furniture, clear waste, protect reusable items and prepare work area
	Premises ready for refurbishment

	3.0
	Interior refurbishment
	Complete painting, flooring, lighting checks and counter improvements
	Refurbished interior space

	4.0
	Equipment installation
	Install coffee machine, grinder, fridge, till system and small equipment
	Equipment installed and tested

	5.0
	Customer area setup
	Arrange tables, chairs, menu board, decor, and signage
	Customer seating and signage ready

	6.0
	Supplier and stock setup
	Confirm coffee, milk, bakery, packaging, and cleaning supplies
	Opening stock and suppliers confirmed

	7.0
	Staff and service readiness
	Brief staff, test service process, check cleaning and safety duties
	Staff ready for reopening

	8.0
	Final handover
	Complete final cleaning, snagging, quality check and owner approval
	Bloom Coffee ready to reopen


Source: Author’s own work

The WBS improves control by linking deliverables to activities, responsibilities, and resources. However, the WBS cannot remove external uncertainty, so progress should be reviewed weekly.

[bookmark: _Toc235263761]5.3 Resource Breakdown Structure

Resource planning identifies the people, materials, equipment, and services required to perform project activities. Bloom Coffee’s Resource Breakdown Structure (RBS) corresponds to the Work Breakdown Structure (WBS) because each work package involves the use of certain resources such as contractors, suppliers, equipment, materials, and personnel. The PMI (2021) emphasises the importance of resource planning as well as schedule, scope, cost, and quality.

The RBS reveals that the project is dependent not only on labour but also on supplier coordination and equipment availability. This is a limitation because delays to furniture, signage, equipment, opening stock may postpone the reopening.

[bookmark: _Toc235263762]Table 4. Resource breakdown structure for Bloom Coffee

	Resource Category
	Specific Resources Required
	Linked Work Packages

	Project management
	Owner/project manager, refurbishment schedule, budget tracker, supplier list
	Planning, monitoring, and handover

	Contractors
	Decorator, electrician, plumber if required, flooring fitter
	Interior refurbishment, lighting, counter area

	Suppliers
	Coffee equipment supplier, furniture supplier, signage supplier, food, and beverage suppliers
	Equipment installation, customer area, opening stock

	Materials
	Paint, flooring materials, light fittings, counter materials, cleaning materials
	Decoration, flooring, lighting, final cleaning

	Equipment
	Coffee machine, grinder, fridge, till system, small service equipment
	Equipment installation and testing

	Furniture and customer items
	Tables, chairs, menu board, décor, signage
	Customer seating and shop presentation

	Operational staff
	Baristas, cleaner, owner/manager
	Staff preparation, service testing, final handover


Source: Author’s own work

[bookmark: _Toc235263763]5.4 Cost Breakdown Structure

A Cost Breakdown Structure (CBS) groups estimated costs by work package. Cerezo-Narváez et al. (2020) argue that integrating work and cost breakdown structures enhances the supervision of project activities and costs. This allows to link every cost item to a refurbishment outcome and helps in budget oversight for Bloom Coffee. 

The estimated projected budget inclusive of contingency provisions is £15,730. It assumes that Bloom Coffee is mainly refurbishing the premises and putting in or reconnecting equipment, rather than buying a new commercial coffee machine. The CBS makes the budget more transparent, but it is still an approximation. Hidden defects, changes in supplier prices or additional regulatory requirements can increase the final cost, so the budget should be reviewed weekly.

[bookmark: _Toc235263764]Table 5. Estimated budget for refurbishment of Bloom Coffee

	Cost Category
	Main Cost Items
	Estimated Cost (£)

	Project planning and coordination
	Layout planning, schedule preparation, supplier coordination
	500

	Premises clearance
	Waste removal, storage, protection of reusable items
	750

	Interior decoration
	Painting, wall finishes, minor repairs, decoration materials
	2,200

	Flooring and lighting
	Flooring repairs/replacement, lighting checks and minor improvements
	3,000

	Service counter improvements
	Counter preparation, minor plumbing/electrical adjustments
	1,000

	Equipment installation
	Coffee machine setup, grinder, fridge, till system testing
	2,500

	Furniture, signage and décor
	Tables, chairs, menu board, internal/external signage
	2,500

	Opening stock and supplies
	Coffee, milk, bakery items, packaging, cleaning supplies
	1,200

	Final cleaning and snagging
	Deep clean, minor corrections, final readiness check
	650

	Contingency allowance
	Around 10% for supplier delays, small repairs or extra materials
	1,430

	Total estimated budget
	
	15,730


Source: Author’s own work

[bookmark: _Toc235263765]5.5 Milestone and Gantt Chart

A milestone is a major point or event in a project which marks the completion of a major phase. According to Verzuh (2021), project schedules should show task sequence, key dates, and milestones to help teams understand what needs to happen. Milestones are important for Bloom Coffee, as renovation works must be executed out in a systematic order before re-opening.
















[bookmark: _Toc235263766]Table 6:  Milestones for Bloom Coffee
	Milestone
	Key Deliverable
	Target Date
	Success Criteria

	M1: Project approval and supplier ordering completed
	Refurbishment plan, layout and supplier orders confirmed
	05/08/2026
	Owner approves layout, budget, suppliers, and schedule

	M2: Premises cleared
	Shop ready for refurbishment
	07/08/2026
	Old items removed, waste cleared, and work area prepared

	M3: Interior works completed
	Decoration, flooring, and lighting checks completed
	14/08/2026
	Interior meets agreed quality and design standard

	M4: Counter improvements and equipment installation completed
	Counter area completed and coffee equipment installed
	20/08/2026
	Equipment installed, connected and ready for testing

	M5: Customer area completed
	Furniture, signage, and seating layout completed
	24/08/2026
	Customer area is clean, functional, and attractive

	M6: Supplier and stock readiness confirmed
	Opening stock and supplier deliveries confirmed
	26/08/2026
	Coffee, milk, bakery items, packaging, and cleaning supplies ready

	M7: Staff readiness completed
	Staff briefing and service preparation completed
	26/08/2026
	Staff understand layout, equipment, cleaning duties and opening process

	M8: Final handover completed
	Bloom Coffee ready to reopen
	28/08/2026
	Final cleaning, snagging, equipment checks, and owner approval completed

	M9: Contingency end point
	Buffer period completed if required
	04/09/2026
	Used only for supplier delays, snagging, equipment issues or final checks


Source: Author’s own work
The Gantt chart shows the proposed order, duration, and timing of the renovation. According to Larson and Gray (2021), schedules coordinate activities, identify dependencies, and track progress against dates.

[bookmark: _Toc235263767]Figure 1. Gantt Chart for Bloom Coffee
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Source: Author's own work 


According to the Gantt chart, Bloom Coffee is expected to be reopened at the end of Week 4 with Week 5 being a contingency period. The main dependency is that interior works are to be completed before equipment and furniture installation. 

A disadvantage of the Gantt chart is that it only shows planned timelines. It cannot deal with uncertainties caused by supplier delays, equipment breakdowns or unexpected problems. Hence, weekly follow-up is required to avoid any delay in the transition to handover phase.


[bookmark: _Toc235263768]6. Stakeholders

Stakeholders are individuals or entities who can affect or be affected by a project. According to Mahajan et al. (2023), stakeholder theory helps organisations understand internal and external stakeholder needs. Bloom Coffee key stakeholders are owner, project manager, contractors, suppliers, employees, customers, and local government agencies.

Effective stakeholder management is critical because the project's success depends on timely decision-making, supplier shipments, contractor cooperation, and staff readiness. Vu et al. (2025) connects the coffee shop experience with the physical ambiance, product excellence, and employee efficiency, so communication should enhance the service delivery and reopening standards. Poor communication can lead to delays, lack of clarity about roles and financial pressure.

[bookmark: _Toc235263769]Table 7: Stakeholders Map 

	Stakeholder
	Power
	Interest
	Position on Map
	Management Approach

	Bloom Coffee owner
	High
	High
	Manage closely
	Approve budget, scope, design choices and final handover

	Project manager
	High
	High
	Manage closely
	Control schedule, resources, costs, risks, and communication

	Decorator / refurbishment contractor
	Medium
	High
	Manage closely
	Daily updates during active works and quality checks

	Electrician / plumber if required
	Medium
	Medium
	Keep informed
	Confirm availability, technical requirements, and completion dates

	Coffee equipment supplier
	Medium
	High
	Manage closely
	Confirm delivery, installation, testing and training support

	Furniture and signage suppliers
	Medium
	Medium
	Keep informed
	Confirm order dates, delivery times and installation needs

	Coffee shop staff / baristas
	Medium
	High
	Keep involved
	Brief staff on new layout, equipment, service process and cleaning duties

	Food and drink suppliers
	Medium
	Medium
	Keep informed
	Confirm opening stock, delivery dates and product availability

	Local authority / compliance bodies
	High
	Medium
	Keep satisfied
	Ensure food hygiene, safety and premises readiness requirements are met

	Customers
	Low
	High
	Keep informed
	Communicate reopening date, improved space, and service readiness

	Neighbouring businesses / residents
	Low
	Low/Medium
	Monitor
	Manage noise, waste, access, and delivery disruption


Source: Author’s own work

Additionally, clear responsibility allocation is needed. A RACI matrix defines who is Responsible, Accountable, Consulted and Informed for project activities (Suhanda and Pratami, 2021). This reduces the risk of duplicated or delayed tasks such as equipment installation, stock ordering and final handover for Bloom Coffee. The complete RACI matrix is contained in Appendix B and should be revisited if any changes to responsibilities occur during delivery.



[bookmark: _Toc235263770]Table 8: Stakeholders Communication Plan

	Stakeholder
	Information Needed
	Method
	Frequency
	Purpose

	Bloom Coffee owner
	Progress, costs, risks, decisions, and handover status
	Meeting, phone, email
	Weekly and as required
	Maintain approval and control scope

	Project manager
	Full project information from all parties
	Schedule, budget tracker, calls, site notes
	Daily
	Control time, cost, quality, and resources

	Refurbishment contractor
	Work sequence, design details, access, and quality expectations
	Site briefing, phone, email
	Daily during works
	Coordinate refurbishment activities

	Electrician / plumber
	Technical requirements, access times and completion deadlines
	Phone/email
	Before and during required works
	Avoid technical delays

	Coffee equipment supplier
	Delivery date, installation requirements and testing plan
	Email/phone
	Before delivery and installation
	Ensure equipment is ready for reopening

	Furniture and signage suppliers
	Order details, delivery dates and installation requirements
	Email/phone
	Before delivery
	Avoid late furniture or signage

	Coffee shop staff
	New layout, equipment uses, service process, cleaning, and safety duties
	Staff briefing/training
	Before reopening
	Prepare staff for customer service

	Food and drink suppliers
	Opening stock quantities, delivery times and product availability
	Email/phone
	One week before reopening
	Ensure stock is ready for trading

	Local authority / compliance bodies
	Food hygiene, safety, and premises readiness information
	Email/online forms/site visit if required
	Before reopening or as required
	Support legal and safe reopening

	Customers
	Reopening date, opening times and improvements
	Social media, window notice, website
	Before reopening
	Build awareness and customer return

	Neighbouring businesses / residents
	Delivery times, noise, or access disruption
	Verbal update / notice
	As required
	Reduce complaints and maintain goodwill


Source: Author’s own work

The communication plan reduces misunderstanding by defining the information needs of each stakeholder, how information will be shared and how often communication will occur. However, the limitation is that the plan depends on stakeholders responding on time. Bloom Coffee should have written confirmation of key decisions, supplier approval, delivery schedules, cost changes and hand-over checks.

[bookmark: _Toc235263771]7. Risk Management

Risk management is the process of identifying, assessing, and acting on uncertainty to protect project objectives. Bloom Coffee has a fixed reopening deadline, a limited budget, and several dependencies, including contractors, suppliers, equipment delivery and staff availability. According to Ali and Au-Yong (2022), refurbishment projects are difficult to manage because of uncertainty, design changes and coordination problems.

Risk management also safeguards business value. A delayed reopening could reduce income and customer confidence. Reopening before equipment, staff or safety checks are complete could reduce service quality. Hillson and Simon (2020) assert that risk management helps project teams understand uncertainty and choose appropriate responses. Therefore, the risk register should be reviewed on a weekly basis.

[bookmark: _Toc235263772]Table 9: Risk Register for Bloom Coffee Refurbishment

	Risk
	Likelihood
	Impact
	Risk Level
	Possible Effect
	Risk Owner
	Response

	Supplier delay for coffee equipment
	Medium
	High
	High
	Equipment not ready for reopening
	Project manager
	Confirm lead time early and keep alternative supplier option

	Hidden defects in flooring, walls, or services
	Medium
	High
	High
	Extra repair cost and schedule delay
	Contractor / project manager
	Complete early inspection before main works starts

	Budget overrun
	Medium
	High
	High
	Reduced contingency and pressure on owner
	Owner / project manager
	Use agreed budget, approve variations in writing

	Contractor availability issue
	Medium
	Medium
	Medium
	Refurbishment work delayed
	Project manager
	Confirm booking dates and backup contractor

	Poor-quality decoration or finishes
	Medium
	Medium
	Medium
	Rework needed before reopening
	Contractor
	Daily checks and snagging list

	Equipment fault during testing
	Low/Medium
	High
	Medium/High
	Service cannot operate properly
	Equipment supplier
	Test equipment before reopening and request technical support

	Opening stock not delivered
	Medium
	Medium
	Medium
	Limited menu or delayed opening
	Owner / supplier
	Confirm stock order one week before reopening

	Staff not prepared for new layout or equipment
	Medium
	Medium
	Medium
	Slow service and poor customer experience
	Owner / manager
	Staff briefing and service trial before reopening

	Health, safety, or hygiene issue
	Low/Medium
	High
	High
	Reopening may be unsafe or delayed
	Owner / project manager
	Complete cleaning, safety checks and hygiene preparation

	Customer disruption or poor reopening communication
	Low
	Medium
		



	Low/Medium



	




	Reduced customer return after reopening
	Owner
	Communicate reopening date through social media and shop notice






[bookmark: _Toc235263773]8. Recommendations

Bloom Coffee should manage the refurbishment scope and avoid making unnecessary changes once delivery begins. Supplier lead times for equipment, furniture, signage, and opening stock should be confirmed by Week 1. The project manager should review the WBS, schedule, cost tracker and risk register on a weekly basis as there may be issues with suppliers, hidden defects or quality issues that affect the handover process. A small contingency budget and one-week time buffer should be set aside for snagging, minor repairs, or late deliveries. Personnel should be briefed on the layout, equipment, cleaning responsibilities and service procedures before reopening. Finally, Bloom Coffee should conduct a final readiness check that includes cleanliness, equipment testing, signage, seating layout, and owner approvals.
[bookmark: _Toc235263774]9. Conclusion

The Bloom Coffee refurbishment project will be successful if the shop can safely reopen within the four-week delivery timeline, using the one-week contingency only if it is needed. Success depends on fulfilling the requirements, which are the renovated interior, the installed and tested equipment, the seating area, the verified suppliers, the initial inventory, the trained staff, and the final sanitation.
Furthermore, success is supported by scope definition, project charter, deliverables, WBS, milestones, resource planning, stakeholder management, and risk control. These tools help organise activities, manage costs, track progress, and reduce uncertainty. Overall, the project is feasible if scope, budget, suppliers, quality, and communication are actively managed throughout execution.
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[bookmark: _Toc235263777]Appendix A Project Charter for Bloom Coffee

Project Initiation Document (PID) / Project Charter
Refurbishment and Reopening of Bloom Coffee
	Project scope note: Bloom Coffee is responsible for refurbishing and preparing the coffee shop for reopening. Major structural alterations, external building repairs, long-term business operations, payroll and future marketing campaigns are excluded.



[bookmark: _Toc235263778]1. Project Overview
	Project Name
	Project Plan for the Refurbishment and Reopening of Bloom Coffee

	Project ID
	BC-PID-001

	Project Manager
	Cristina Borta

	Organisation
	Bloom Coffee

	Location
	Chatham, Kent

	Team Members
	Owner/project manager, decorator, electrician, plumber if required, coffee equipment supplier, furniture/signage supplier, cleaner and coffee shop staff

	Project Objectives
	Refurbish the interior, install, and test equipment, prepare suppliers, and staff, and reopen Bloom Coffee within a four-week delivery period, with one additional contingency week.

	Project Goals
	Deliver a safe, attractive, and customer-ready coffee shop that is prepared for daily trading and customer service.


[bookmark: _Toc235263779]2. Stakeholder Analysis
	Key Stakeholders
	Bloom Coffee owner, project manager, decorator, electrician, plumber if required, coffee equipment supplier, furniture/signage supplier, cleaning team, coffee shop staff, customers and local authority/compliance bodies.

	Roles and Responsibilities
	Owner approves scope, budget and final handover; project manager controls time, cost, quality, risks and communication; contractors complete refurbishment works; suppliers provide equipment, furniture and opening stock; staff prepare for service readiness.

	Communication Strategy
	Weekly owner/project update, daily contractor coordination during active works, supplier confirmation before delivery dates, and immediate reporting of risks, delays or scope changes.


[bookmark: _Toc235263780]3.1 Scope, Boundaries and Deliverables

	Within Scope
	Outside Scope

	Internal decoration, painting, and shop appearance improvements
	Major structural alterations and building extensions

	Flooring, lighting checks and minor counter improvements
	External repairs, lease/legal negotiations and landlord works

	Coffee equipment setup, furniture, menu board and signage
	Payroll, long-term operations, and full business strategy

	Supplier setup, opening stock, staff preparation, final cleaning, and handover
	Future marketing campaigns, website redesign and ongoing accounting



3.2Deliverables

	Approved refurbishment plan, budget, layout, and schedule confirmed

	Premises cleared, waste removed, and work area prepared

	Interior decoration, flooring, lighting checks and counter area completed

	Coffee machine, grinder, refrigeration, till system and small equipment installed and tested

	Customer seating, menu board, décor and signage installed

	Coffee, milk, bakery, packaging, and cleaning suppliers confirmed with opening stock available

	Staff briefed, final cleaning completed, and Bloom Coffee handed over ready for reopening


5. [bookmark: _Toc235263781]Project Schedule

	Key Milestone
	Start
	Finish

	Project approval, layout confirmation and supplier ordering
	03/08/2026
	05/08/2026

	Premises clearance and preparation
	06/08/2026
	07/08/2026

	Interior decoration, flooring, and lighting checks
	10/08/2026
	14/08/2026

	Counter improvements and equipment installation
	17/08/2026
	20/08/2026

	Furniture, signage, and customer area setup
	21/08/2026
	24/08/2026

	Supplier setup, staff preparation and opening stock
	25/08/2026
	26/08/2026

	Final cleaning, snagging and handover
	27/08/2026
	28/08/2026

	Contingency period if required
	31/08/2026
	04/09/2026

	Programme assumption: the four-week delivery period is realistic only if contractors are available, supplier lead times are confirmed, key equipment is delivered on time and no major hidden defects or compliance issues are discovered. One additional week is included as contingency.


[bookmark: _Toc235263782]5. Risk Assessment and Management
	Identified Risks
	Supplier delays, hidden defects, contractor availability, equipment faults, cost increases, poor-quality finishes, health and safety issues, and delayed reopening.

	Risk Impact and Probability
	Medium overall. Supplier and equipment delays have medium probability and can affect the reopening date. Health and safety issues or equipment faults may have lower probability but high operational impact.

	Risk Mitigation Strategy
	Confirm suppliers early, check equipment lead times, keep a small contingency budget, inspect the premises before works begin, complete weekly progress checks, record scope changes in writing and complete final snagging before reopening.


[bookmark: _Toc235263783]6. Quality Management
	Quality Standards
	Works should meet the agreed refurbishment design, safe working expectations, equipment manufacturer guidance, food hygiene readiness, cleanliness requirements and customer-ready presentation standard.

	Quality Assurance Plan
	The project manager checks design alignment, contractor progress, supplier delivery dates, equipment readiness, staff preparation and final customer-facing presentation before handover.

	Quality Control Measures
	Daily visual checks during active works, equipment testing, snagging list, cleaning checklist, staff readiness check and final owner approval before reopening.


[bookmark: _Toc235263784]7. Communication Plan
	Channel
	Deliverable
	Frequency
	Notes/Comments

	Owner update
	Progress, budget, and issue log
	Weekly
	Project manager and Bloom Coffee owner

	Phone/email
	Supplier confirmations, urgent decisions, and scope changes
	As required
	Used when delays could affect reopening

	Daily briefing
	Daily tasks, access needs and safety issues
	Daily during active works
	Project manager, contractors, and staff where relevant

	Final handover meeting
	Snagging, cleaning, equipment, and readiness sign-off
	At project close
	Owner approval required before reopening


[bookmark: _Toc235263785]8. Budget and Resource Allocation
	ID
	Task
	Duration
	Start
	End
	Resources
	Dependency
	Est. Budget (£)

	1
	Project approval, layout, and ordering
	3 days
	03/08/26
	05/08/26
	Owner / PM
	-
	600

	2
	Premises clearance and preparation
	2 days
	06/08/26
	07/08/26
	Cleaner / labour support
	1
	750

	3
	Decoration, flooring, and lighting checks
	5 days
	10/08/26
	14/08/26
	Decorator / electrician
	2
	3,200

	4
	Counter improvements and equipment setup
	4 days
	17/08/26
	20/08/26
	Equipment supplier / plumber if required
	3
	4,500

	5
	Furniture, signage, and customer area setup
	2 days
	21/08/26
	24/08/26
	Furniture/signage supplier / PM
	4
	2,400

	6
	Supplier setup, stock, and staff preparation
	2 days
	25/08/26
	26/08/26
	Owner / staff / suppliers
	5
	1,600

	7
	Final cleaning, snagging and handover
	2 days
	27/08/26
	28/08/26
	Cleaner / PM / owner
	6
	950

	8
	Contingency allowance
	1 week
	31/08/26
	04/09/26
	Project team and suppliers
	All tasks
	2,000

	
	Overall estimated project budget
	4 weeks + 1 contingency weeks
	03/08/26
	04/09/26
	Project team and suppliers
	All tasks
	15,730





[bookmark: _Toc235263786]9. Approval
	Prepared by
	Cristina Borta

	Approval required from
	Bloom Coffee owner

	Approval statement
	This PID authorises the planning and delivery of the Bloom Coffee refurbishment and reopening project within the agreed scope, programme, quality requirements and budget assumptions.

	Date
	03/08/2026




Academic note: this charter supports the assessment by defining project objectives, scope, deliverables, stakeholders, risks, quality controls, communication, and resource assumptions before detailed WBS and schedule planning. It is informed by project charter principles discussed by Kim, Kudinova and Kovalova (2025).
















[bookmark: _Toc235263787]Appendix B: RACI Matrix for Bloom Coffee

The RACI matrix outlines accountability for the major Bloom Coffee renovation activities. R stands for Responsible; A stands for Accountable; C stands for Consulted; I stand for Informed. This helps to better manage stakeholders in a more transparent way by making clear who owns each activity and who are the required decision makers.

	Project Activity
	Owner
	Project Manager
	Contractor
	Equipment Supplier
	Staff
	Suppliers

	Approve budget and scope
	A
	R
	C
	I
	I
	I

	Confirm layout and refurbishment design
	A
	R
	C
	C
	C
	I

	Clear premises and prepare work area
	I
	A
	R
	I
	C
	I

	Complete decoration and flooring
	I
	A
	R
	I
	I
	I

	Complete lighting and counter checks
	I
	A
	R
	C
	I
	I

	Install and test coffee equipment
	I
	A
	C
	R
	C
	I

	Arrange furniture, signage, and customer area
	A
	R
	C
	I
	C
	C

	Confirm opening stock and suppliers
	A
	R
	I
	I
	C
	R

	Prepare staff for reopening
	A
	R
	I
	C
	R
	I

	Complete final cleaning and handover
	A
	R
	C
	I
	C
	I



The RACI matrix should be reviewed during the delivery phase, as responsibilities may change based on supplier delays, contractor unavailability or equipment complications that impact the reopening strategy.
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