
MANAGING PROJECTS IN THE WORKPLACE
PROJECT MANAGEMENT PLAN



Table of Contents
Executive Summary	3
A basic project outline / description / scope based on your project	3
Stakeholder analysis	4
Work Breakdown Structure (WBS)	5
Project success criteria	5
Project deliverable and constraints	6
A decent draft of costs/resources use (Allocation of resources)	7
Budget	8
An outline Project Schedule / Gantt chart	8
A Risk Assessment	9
Summary	11
References	11



[bookmark: _Toc74841725]Executive Summary 		
The selected project is to plan the wedding ceremony named the 5-Month Wedding Project. The scope of the project is to offer them a legal wedding by involving a sense of satisfaction and enjoyment. The project's main objectives include managing the overall planning of the wedding for $15,000 by facilitating 150 guests. Added to this, the aim is to arrange all project resources and estimates the cost for the required contracted services. All the stakeholders associated with the event are also responsible for assisting the project manager and showing accountability to carry forward all the tasks in between the planning stage to the final wedding execution date. Some of the tasks or activities required for the wedding include a selection of venue, arrange all team members and officiate, wedding colour theme and florist, finalizing the guest list with the approval of bride and groom, select required wardrobes, set all the planning of wedding ceremony, management of food services, baked good, entertainment, overall decoration, marriage licence, and wedding ceremony. For the current wedding project, the success criteria include some activities as the completion of these activities help to direct the project towards success level. Along with this, the key constraint may include having exceeded budget to more than $15,000 or else the guest list might exceed from 150. Some of the possible risks that might experience by the project manager include wedding ceremony time or wedding cancellation. Another risk can be in form of jewellery loss, any natural disaster, venue booking cancellation, breakdown of transportation arrangement, over budgeting of tasks, breakdown of machinery, electricity or water supply, failure in distribution of invitations that the project manager must consider. 
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A basic project outline/description/scope based on your project	
The project case is to plan a proper wedding for Jim and Kay (hypothetical name of the client), named the 5-Month Wedding Project. The basic outline of the project is to ensure the achievement of all activities needed to plan a wedding and provide Jim and Kay with a memorable wedding experience.  The project case has been initiated after couples' engagement by their parents. The project's scope is to offer them a legal wedding by involving a sense of satisfaction and enjoyment. The project has a time constraint of five months, with a budget of $15,000 to which 150 attendees are invited.  For the wedding project, there is a need to have compliance with all stages ranging from initiation to execution. The objective of the current project is to plan the event in the required budget and in the given time frame (Oberlender, 2014). The project planner will consider the approach to break down all activities and work done according to the budget. According to Hornstein (2015), five basic phases in project management include project initiation, project planning, project execution, and project monitoring and project closure.       
The wedding project consists of various details including the requirement that are necessary for the wedding project to manage as per the schedule decided. For the wedding of Jim and Kay, videography, photography, and transport is considered essential tasks to be considered. For the arrangement of 150 guests, a 6-course wedding dinner for 17 tables will require. The outline followed for the project include the to select the best available choices for a vendor to arrange the wedding venue or location, caterers, cake, photographer, decorations, music and all related stuff. 
The main objectives of the project include 
· To manage the overall planning of a wedding in $15,000 by facilitating 150 guests
· To arrange all project resources and estimates cost for the required contracted services. 
· To plan all wedding activities by maintaining high quality and by including all specification guided by the bride and groom 
· To attain all deliverables that the bride and groom shall inspect to secure the project
· To address all risk management and resolve these in the given time frame
· To make each moment memorable for the bride and groom 
[bookmark: _Toc74841727]Stakeholder analysis				
In project management, the idea to conduct stakeholder analysis helps to identify the people contributing to begin the project and reflect the participation within the project (Kerzner, 2019). Stakeholder analysis involves grouping people according to their interest level, determination criteria to achieve success, and influence rate. Typically, there are six main types of stakeholder that eventually involved in any project, whether related to a wedding or any other event such as customer, investors, employees, suppliers, government, and communities (Eskerod and Vaagaasar, 2014). For the discussed wedding project, some of the stakeholders are bride and groom, the main targeted stakeholder with high influence levels. Other than this, the bride and groom's families are also included as the stakeholder since they also have a high influence level. Other than this, there are wedding vendors in which a variety of personnel will participate including a wedding band, entertainment group, cake designer, decorator, florist, wedding groom designer, venue designer, and many others. As the event has 150 guests thus these are also included as the stakeholder. Apart from this, the stakeholders also include the wedding party members such as groomsmen, bridesmaids, maid of honour, and best man. The study of Eskerod et al. (2015) discussed a stakeholder analysis matrix to evaluate the actions of each stakeholder that contribute to aligning with goals. Determining the interest, influence and impact of all stakeholders mentioned below matrix gives a better understanding.         
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Additionally, the wedding project will have project sponsors who are responsible for managing the fund for a 5-month wedding project, by which the overall budget can manage. With the estimated budget, the project sponsor can better manage the legality of the wedding project. The customers who are the bride and groom are responsible for the decision making and accountable for the approval for all choices. Even the schedule and overall facilities of the wedding project are according to this particular type of shareholders. Regarding the guests, they are accountable for the integral function that is satisfaction. Since the primary purpose of the wedding project is to satisfy the guests and please them with all facilities. Likewise any event, there is the significant role of government line agencies and event authorities for the success of the event, as they set regulations and policies to be followed by any event team. Thus, it is important to keep them satisfied since they have high power, but low interest. Added to this, all team members are also counted as the responsible stakeholders to manage and implement all designed tasks through the wedding project. The main task of this stakeholder category is to assist the tasks as required and take decisions. They are also responsible for assisting the project manager and showing accountability to carry forward all the tasks in between the planning and final wedding execution dates (Aaltonen and Kujala, 2016). The tasks include take care of all bookings and get an update, management of the venue, caterers’ management and transportation. With the identification of stakeholders via stakeholder mapping, the project team will ensure to be aware of all stakeholders with the understanding related to the project. For this, the two-way flow of information will be considered as the communication strategy. Along with this, traffic safety communication will be built to enhance the health and safety of all stakeholders. 
[bookmark: _Toc74841728]Work Breakdown Structure (WBS)		
As the project is to manage the wedding of Jim and Kay as the goal is to complete the wedding by managing all specification with accuracy. The aim also includes providing all guest with an enjoyable environment with an experience of a stress-free wedding (Zecheru and Olaru, 2016). To successfully complete the project, it is required to design a Work Breakdown Structure by which all activities are divided efficiently (Al-Kasisbeh and Abudayyeh, 2018). Some of the tasks or activities required for the wedding include a selection of venue, arrange all team members and officiate, wedding colour theme and florist, finalizing the guest list with the approval of bride and groom, select required wardrobes, set all the planning of wedding ceremony, management of food services, baked good, entertainment, overall decoration, marriage licence, and wedding ceremony.  Some main activities included in the work breakdown structure include pre location selection, location finalization, photography and themes, entertainment, bridal and groom preparation, pre-wedding session, transport, guest management and finally wedding day. 
Below mentioned is the Work Breakdown Structure for the wedding project that would help to give a better understanding by illustrating the relation between all tasks. According to Putra Lim and Latief (2020), project managers prefer to use a work breakdown structure to break down the activities to easily manageable all tasks. While designing the work breakdown structure, the project manager for the wedding project prefer to have activities based structure as there are various levels to design a work breakdown structure. 
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Duration of activities 
	Activities 
	Time(duration)

	
	

	Location 
	 

	Check venue 
	1 week 

	Jewellery
	1 week 

	Reservation 
	1 week 

	Menu selection 
	1 week 

	Food tasting 
	1 week 

	Photography and themes
	 

	Wedding photographer and videographer
	1 week 

	Table decoration
	1 week 

	Foral decoration 
	1 week 

	Lightning 
	1 week 

	Stage decoration 
	1 week 

	Entertainment 
	 

	Audio package 
	1 week 

	Volume and audio check 
	2 weeks

	Master of ceremony 
	3 weeks 

	Bridal and Groom 
	 

	Selection of dress
	1 week 

	Wedding  cake
	1 week 

	Finalization and fitting 
	1 week 

	Transport 
	 

	Car rental activities 
	2 weeks

	Guests list finalization
	1 week 

	Distribution of invitation 
	2 weeks 

	Wedding day
	 

	Makeup 
	1 week 

	Hairstyle session 
	1 week 

	Ceremoney
	1 week 



Project success criteria 		
For the successful completion of a project, the success criteria refer to the measurable terms by which the project's outcome is acceptable. In the view of Hussein and Klakegg (2014), the project success criteria involve stakeholders, customers, and involved users that help ensure the project's successful completion. For any project, the success criteria are completing and managing the work breakdown structure of the success deliverables (Sebestyen, 2017).  
For the current wedding project, the success criteria include some activities as the completion of these activities help to direct the project towards success level (Mir and Pinnington, 2014). This includes choosing the wedding style and theme with the wedding venue before 5 months of the wedding. After which the management and confirmation of contract with photographer and videographer before 4 months of a wedding is another success criteria. The decision of bride and groom dresses is the task for the same time frame whereas compiling the names of guests and gift registry will also help measure the wedding project's success criteria. Added to this, the major success criteria will achieve on completion of all tasks before the deadline as all the programs and activities are finalized, marriage license and all preparation are set. The list of guests has rechecked, and all other necessary activities have included.  These will project success criteria for the wedding project. 
[bookmark: _Toc74841730]Project deliverable and constraints 		
According to Gido and Clements (2014), project deliverables are the traditional quantifiable goods or services representing completion. Referring to project deliverables, there is an inclusion of a statement of work related to the project, work breakdown structure, scope and description and governance plan (Abyad, 2018). The project deliverables are designed for the work breakdown structure as mentioned below; 
· Overview of the budget
· Database management for guests
· Wedding venue selection
· Date announcement
· Dresses selection (bride and groom)
· Hair and makeup
· Photographer and videographer
· Selection of photo-booth theme 
· Entertainment activities like an audio package, soundcheck,  speaker system 
· Decoration of stage
· Lightning
· Table decoration 
· Arrange all team members and officiate
· Wedding colour theme and florist
· Management of food services
· Baked good
Referring to this, the wedding project has some milestones that also help to attain the project deliverables. The list mentioned below refers to the milestones set by the project manager. 
· Selection of jewellery for wedding ceremony
· Reserve the wedding venue
· Finalize all menu dishes 
· The complete food tasting process
· Finalize the order of cake
· Pre-wedding photo-shoot
· Distribution of invitation 
· Fitting trial
· Final checking of all activities 
Other than the project deliverables and completion of the milestone of the wedding project, some key constraints are still there to restrict the successful execution of the project.  This can be on any type for instance, in a project, the constraint can be in the form of financial, resources, time management, quality level, satisfaction level, cost and scope wise. In the view of Oberlender (2014), project management constraints are frequently associated with time, cost and scope, therefore, the project manager consider these aspects as a significant one. Based on this, it has been observed that the project would have budget constraint as there will be no allocated funds and financial resources to attain success criteria. Along with this, there might have a chance to have a constraint in the form of a schedule in which there might have time disturbance as not all requirements will complete in the given time frame.  Added to this, the key constraint may include having exceeded budget to more than $15,000 or else the guest list might exceed from 150. All these constraints need to consider while completing the project so that successful execution would be possible. 
[bookmark: _Toc74841731]A decent draft of costs/resources use (Allocation of resources)			
The design of a draft of project cost and revenue planning is considered a fundamental activity to conduct the project. With the draft of cost and allocation used, the client and customer will have an opportunity to monitor the overall financial resource allocation (Maddox Abbott and Laskowski, 2014).  As has mentioned above that overall resource and cost allocation is according to the set budget that is $15,000. This budget is for the 150 guests and majorly funded by both parties that are of bride and groom. 
Below mentioned is the detailed allocation of resources of wedding project with respect to all activities;
The wedding event cost 40% of the overall budget that include location fees, beverages and food fees, also the wedding cake and catering costs. Hence the total approx. cost is $4000. On further expansion, it is estimated that approx. $1000 is for the venue that will be selected on the basis of the final day, time and popularity of the location. This also depends on the size of the guest list. Moreover, the 40% include food, drinks and other refreshment services with the cost of $3,000. The wedding project will also include a cake so the cost of the cake will be $300. 
The wedding entertainment will cost 10% of the overall budget that include the fees of DJ, ceremony music, and other required tools. This cost approx. $1000.  With the music, there will be floral decoration and another decoration system like lightning etc. This also cost another 10% from the budget that includes a bridal bouquet, centrepiece for all tables, and other decoration pieces etc. 
 Other than this, some miscellaneous expenses are there to consider that will be included in the draft of cost and resources. This includes the wedding attire of both groom and bride in which the veil, jewellery, hair, makeup, shoes and all other accessories are included. The expenses also include transportation, marriage license, hotels, official fees, church donation, etc.   
[bookmark: _Toc74841732]Budget 
	Task or activities
	Cost

	Engagement ring
	$1000

	Wedding dinner according to the guests
	$2000

	Venue rent
	$2000

	Venue decoration
	$1000

	Photography
	$500

	Floral decoration
	$600

	Transportation
	$700

	Sound system
	$900

	Dresses of bride and groom
	$3000

	Car rental
	$400

	Invitations
	$500

	Entertainment
	$1400

	Makeup
	$500

	Hair styling
	$500

	Total 
	$15,000
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An outline Project Schedule / Gantt chart		
	Activities 
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5

	
	week 1
	week 2
	week 3
	week 4
	week 1
	week 2
	week 3
	week 4
	week 1
	week 2
	week 3
	week 4
	week 1
	week 2
	week 3
	week 4
	week 1
	week 2
	week 3
	week 4

	Location 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Check venue 
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	Reservation 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Menu selection 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food tasting 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Photography and themes
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wedding photographer and videographer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Table decoration
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Foral decoration 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lightning 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Stage decoration 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Entertainment 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Audio package 
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	Master of ceremony 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bridal and Groom 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Selection of dress
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wedding  cake
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Finalization and fitting 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Transport 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Car rental activities 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guests list finalization
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Distribution of invitation 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	Wedding day
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Makeup 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Hairstyle session 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Ceremoney
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A Risk Assessment			
In project management, the risk assessment helps to determine the qualitative and quantitative risk values to examine the concrete situation as this allows the project manager to recognize the risk probability (Force et al. 2019). According to Ebrat and Ghodsi (2014), the risk assessment follows five major steps known as principles to assess the risk faced by the project. Against these risks, risk mitigation strategies are helpful by using avoidance, acceptance, reduce and transfer. Some of the possible risks that might experience by the project manager include wedding ceremony time or wedding cancellation; as this risk can be categorised as process risk (Muriana and Vizzini, 2017). Another risk can be in form of jewellery loss, any natural disaster, and venue booking cancellation, breakdown of transportation arrangement, over budgeting of tasks, breakdown of machinery, electricity or water supply, failure in distribution of invitations. With this, it can be said that risks can be related to people, processes or technology.
Added to this, some risks faced by the project manager include unavailability of resources in which mismanagement from the end of artist, florist, decorator etc can be included; considered as people risk. There might have a chance to have delayed flower delivery that will result in unfinished decoration. Traffic jam and not following the schedule will also include as the risk for the wedding project. Furthermore, the wedding project might have security or safety risks or might have the probability that some guests could not come; considered as process and technological risk.     
The below-mentioned table below represents the probability of the risk that help to design the risk severity matrix.
	Risks
	Probability

	Wedding cancellation
	5%

	Lost jewellery
	45%

	Natural disaster
	30%

	Full booking of venue
	78%

	Breakdown of transportation
	62%

	Over budgeting
	92%

	Machinery and electricity
	52%

	failure to distribute invitation
	65%

	Unavailability of resources
	65%

	Delayed in flower delivery
	40%

	The guest could not come
	58%

	Safety and security issues
	18%

	Unfinished decoration
	20%


 
Based on the probability ratios, it is easy to allocate the risks in the risk severity matrix by which the possibilities of each risk can place on respective consequences area (Force et al. 2019; Marcelino-Sádaba et al. 2014). The below-mentioned chart reflects that some risks are insignificant such as traffic jams and mistakes in invitation distribution. Other than this, the over-budget, lost jewellery and security are moderate risks to be expected. However, some of the critical risks include the breakdown of electricity and water supply. Plus, the wedding cancellation risk and natural disaster are some critical risks. To reduce the risks, reduction risk management strategy will be used as none of the risks can be avoided thus, need to be controlled or reduced. 
[image: ]
[bookmark: _Toc74841735]Summary 				
The overall project management plan for the wedding summarised that it is important to handle all stakeholder equally and properly so that the overall activities will lead to success criteria. Based on the objectives of the wedding project, the overall project needs to be planned under the budget of $15000 by facilitating 150 guests. For this, the risk analysis matrix and implementation of the risk severity matrix are beneficial to analyze the consequences of the risk. Moreover, their draft of resources and cost allocation helps to examine all activities that would help to calculate the expenses based on the allocated budget criteria. For the success of the project, it is important to separate project deliverables as well as constraints that would help the project manager to include and exclude such activities that ate not reliable for the success of the project. 
[bookmark: _Toc74841736]
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