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I. [bookmark: _Toc77940153]Introduction 
The project management plan presented in this report describes all the steps for the wedding of Jane Thomas and John Doe taking place in the Moor Hall Hotel Venue on the 5th of September, 2022. The project covers the whole wedding ceremony and the reception afterwards. The used approach aims to ensure the planning meets all the requirements and conditions for smooth and successful wedding celebrations. The couple has appointed the Maid of Honour for Coordinator between the Wedding Party and the Agency. The couple has also preselected the Venue and the date.


II. [bookmark: _Toc77940154]Project scope 
The project scope describes and links all the necessary resources and conditions to ensure the smooth execution of the whole process (Buttrick, 2009, p. 300).
Duration of the project: – 14 months.
Start date: July, 10th, 2021. 
End date: September, 10th, 2022.
Objectives: Successful wedding and reception of Jane Thomas and John Doe on September 5th, 2022.
Budget: £25 000.
Venue: Moor Hall Hotel.
Guests: 50 adults (no children).
Food: Three course meal and a piece of the wedding cake.


QUAD chart:
	OBJECTIVES
· Successful wedding and reception of Jane Thomas and John Doe on September 5th, 2022


	STAKEHOLDERS
· External coordinator Arlene Chetty
· Newlyweds
· Agency Staff
· Guests
· Venue Staff

	DESIRED END RESULT
· All the wedding expenses fit within the budget of £20,000
· Planning of the wedding is weekly consulted with the External Coordinator, the Bride and the Groom
· Management of the Risk shall be addressed immediately by the External Coordinator, Bride and Groom
· Flowers arriving on time and fresh
· Food being supplied and prepared on time
· Working musical equipment
· Experienced staff (Agency and Venue, Service Providers (hair and makeup artist, DJ, photographer, and video operator)) 
· Decorations arriving on time


	MEASURES OF SUCCESS
· Smooth Wedding ceremony and reception
· Happy Clients and Guests
· Feedback evaluation forms


III. [bookmark: _Toc77940155]Project life cycle
Just like a book every project has a starting, a middle, and an ending point (Roberts, 2011, p.7). The project starts with signing a contract with the clients and ends 5 days after the wedding with sending the wedding photography and videos to the clients and the last tranche of the payments is made. 
1. The first phase of the wedding project or a.k.a. pre-project includes all the preparations and decisions that must take place before the wedding day. This is the longest phase from the project during which detailed planning is essential. The priorities are set according to the client’s wishes and the resources are allocated towards the corresponding activities. Within this designing stage the main characters involved with the project are identified, roles are assigned depending on the specific requirements and communication channels and methods are chosen in order to optimise the process. This is especially important as it is impossible to deliver the project as expected if there is no clear and constant communication about the expectations (Roberts, 2011, p.74). Generating a schedule is also part of the pre-project phase as it defines the timeframes for each activity and links the people responsible for them (Berkun, 2008, p.24). After establishing those parameters comes the decision-making part where the guests list, the invitations, the decorations, the menu, the program, and the rest of the details are cleared, and the necessary orders are placed. 

2. The second phase is the preparations which will take place on the wedding day along with the wedding itself. This includes the food preparation, the hall decorations, and the chain of events of the whole celebration.

2.1. Wedding Day Chain of events:
The Wedding will take place in Moor Hall Hotel on the 5th of September, as the couple has already booked the venue for the date. The budget set for the all the events described in this plan is £25 000. The wedding should be very elegant and simple. The number of guests will be up to 50 adults (the couple has chosen children free ceremony). The couple will use family rings for the ceremony. The external coordinator between the Project manager and the Wedding Party is the maid of honour – Arlene Chetty.
From Guests perspective:
Guests will arrive at the venue in the early afternoon (before 2pm), will be registered for the ceremony and given rooms and short period of time to settle. Refreshments will be available for the arriving guests. The ceremony will begin at 4pm at the venue’s garden. After vows are exchanged, the guests and the newlyweds will be invited for short cocktail and photos. While the guests enjoy the cocktail and the entertaining activities, the bride and the groom will have their wedding photoshoot taken, along with the best man and the maid of honor and the closest relatives. The guests will be invited in the dining hall at 6pm and served the first course of the meal. The groom and the bride will arrive at 6:30pm and will be greeted by the guests. At 7:30 the entertaining program will begin with the couple’s first dance on their chosen song. Guests will be invited to join them on the dancing floor. At 8pm the main course will be served. Toasts and wishes from the guests will accompany the dinner. Wedding games will take place at 9pm for an hour after which the wedding cake will be presented, cut, and served. Music and dancing will continue till 1am.                       
From Members of the Wedding Party (bride, groom, families, and bridesmaids, groomsmen, best man, maid of honor)’s perspective:
The Bride along with the bridesmaids and her family have a light breakfast (via room service) at 8:30am after which the bride starts her preparation – massage, hair and makeup between 10am and 2pm. Between 2pm and 3:45pm photos will take place and some free time for catching a breath before the ceremony.
Parallelly, the Groom together with his company will have breakfast at 9:30am at the hotel lobby, followed by massage at 11:30am till 12:30am, dressing up and photos from 1pm till 3:25pm, from 3:30pm till 3:40pm the groom welcomes the guests in the ceremonial hall. 
Together, the bride and the groom will exchange vows between 4pm and 4:15pm. Pictures with the guests and cocktail from 4:20pm till 5pm. Separate staged wedding photoshoot from 5:15 till 6pm. Free time for the newlyweds 30 minutes till 6:30pm.
From Vendors and facilitators’ perspective:
Decorations will be delivered on 3rd of September, 2022.
Venue staff starts preparations of the garden and the restaurant at 8:30am. Agency staff arrives at 9am. Flowers arrive by 10am. The garden and the restaurant to be completely arranged and decorated by 12am. The parking capacity should be able to host at least 80% of the guests by 12am. Cocktail tables to be ready by 2:30pm. The three-course meal to be ready and tables fully decorated including the wedding gifts by 3pm. First course of the meal to be served at 6:15pm. At 7:30pm the entertaining program will begin with the couple’s first dance on their chosen song. Guests will be invited to join them on the dancing floor. At 8pm the main course will be served. Toasts and wishes from the guests will accompany the dinner. Wedding games will take place at 9pm for an hour after which the wedding cake will be presented, cut, and served. Music and dancing will continue till 1am.  Project manager ensures the successful celebration and is present until the end.
3. The third phase or the post-project stage is associated with the last part of the payments towards the vendors and the staff, along with finalizing the wedding photos and videos, and evaluating the project at the end.
IV. [bookmark: _Toc77940156]Stakeholder Analysis 
It is very unlikely to conduct a successful project without identifying the stakeholders in the designing stage. Since the stakeholders are those affected by and involved in the project, regardless of if they are participants or beneficiaries (Buttrick, 2009, p. 317), they play a major role during the planning and the execution of the project. Furthermore, keeping the stakeholders engaged enough but at the same time not overwhelmed, is essential for the project’s success. Stakeholders could be external as well as internal for an organisation and could be an individual or a group of people (Buttrick, 2009, p. 319).
In the following table the stakeholder’s impact and involvement are measured as High, Medium and Low, where:
· High impact/involvement requires regular communication and coordination with the Project Manager and other participants and/ or activities.
· Medium impact/involvement still requires some communication but does not require (significant if any) coordination.
· Low impact/involvement would means the stakeholder does not play a significant organisational role and does not require further communication or coordination during the project preparation or execution. 
	[bookmark: _Hlk77941939]Stakeholder
	Relationship to Project, Role
	Impact
	Involvement/ Responsibility

	Agency Staff
(Project Manager, Internal Coordinator, Assistants, etc.) 
	Internal, Facilitators, Coordinators, Influencers
	High
	High involvement/
Following the planned steps of this plan/ identify risks, coordinating people and activities until the completion of the wedding

	External Coordinator Arlene Chetty
	External, Person for Contact, Beneficiary, Player 
	Medium
	Medium involvement/
Monitoring the whole process

	Bride and Groom
	External, Signoff, Beneficiary, Decision makers
	High
	High involvement/
Approvals, Payments

	Venue Staff
	External, facilitator
	High
	High Involvement/ Venue Preparation, Food, Ceremony

	Guests
	External, benefiters, Players
	Low
	Low  involvement/ Having Fun




V. [bookmark: _Toc77940157]Work Breakdown Structure (WBS) – activities and sub-activities, duration.
In order to be able to structure the activities and assign them to a person/team a detailed breakdown of every component into few smaller components is a fundamental step in the planning (Maylor, 2010, p.133). Establishing key dates is essential for the monitoring of the progress of the project (Reiss, 2007, p.39).
	[bookmark: _Hlk77942188]Activity
	Sub-Activity
	Sub sub-activity
	Deadline/Duration 

	Preparation of the Venue
	Booking
	-prepayment 50% of the Venue price
	10.07.2021

	
	Further details
	-
	01.03.2022

	
	Decoration
	Arriving
Arranging
	2 days before 03.09-05.09.2022

	Preparation of the Guests List
	Finalising list
	
	20.10.2021

	Food Service
	Breakfast
Cocktail
Dinner
	Tasting, confirming
prepayment
	By 01.03.2022
10.03.2022
10.03.2022

	Wedding Ceremony
	Photography
Videography

	Choosing professionals
	By 01.05.2022

	
	Documents preparation
	Marriage applications
	15.01.2022

	Invitations
	Choice
Send
Receive RSVP
Create a sitting chart
	
	20.11.2021
10.12.2021
By 20.02.2022
01.04.2022

	Choosing Cake
	Tasting
Choosing
Ordering
	
	10.03.2022
10.04.2022
20.04.2022

	Entertainment
	Find DJ
Arrange Program with the Host
	
	30.04.2022
10.05.2022

	Decoration
	Flowers Provider
Dining Cloths
Presents for Guests
	Bride, tables
Tables

	20.05.2022

20.05.20

	Finalising Project
	Last payments
Obtaining photo and video materials
	
	06.09.2022

10.09.2022



VI. [bookmark: _Toc77940158]Costs and resources for the project (Cost breakdown)  
	[bookmark: _Hlk77942406]Activity
	Sub-Activity
	Sub sub-activity
	Deadline/Duration 
	Cost

	Preparation of the Venue;
Rooms
	Booking
	-prepayment 50% of the Venue price
	10.07.2021
	£400

£1800

	
	Further details
	-
	01.03.2022
	-

	
	Decoration
	Arriving
Arranging
	2 days before 03.09-05.09.2022
	-

	Agency staff
	Organising and coordinating activities
	
	14 months
	£5000

	Preparation of the Guests List
	Finalising list
	
	20.10.2021
	-

	Food Service
	Breakfast
Cocktail
Dinner
	Tasting, confirming
Prepayment 50%
	By 01.03.2022
10.03.2022
10.03.2022
	

£2900

	Wedding Ceremony
	Photography
Videography

	Choosing professionals
	By 01.05.2022
	£500
£500

	
	Documents preparation
	Marriage applications
	15.01.2022
	£1000

	Invitations
	Choice
Send
Receive RSVP
Create a sitting chart
	
	20.11.2021
10.12.2021
By 20.02.2022
01.04.2022
	£500

	Choosing Cake
	Tasting
Choosing
Ordering
	
	10.03.2022
10.04.2022
20.04.2022
	£100

£400 (x2)

	Entertainment
	Find DJ
Arrange Program with the Host
	
	30.04.2022
10.05.2022
	£400

£300

	Decoration
	Flowers Provider
Dining Cloths
Presents for Guests
	Bride, tables
Tables

	20.05.2022

20.05.20
	£600, £2600

£1000
£200

	Finalising Project
	Last payments

Obtaining photo and video materials
	
	06.09.2022


10.09.2022
	£400
£1800


























	Activity 
	sub-activity
	date
	Cost

	Booking Venue
	 
	10.07.21
	0

	 
	restaurant
	
	400

	 
	rooms for guests
	
	1800

	 
	
	
	400

	 
	 
	 
	1800

	Agency
	 
	11.07.21- 10.09.22
	5000

	Food
	 
	10.03.21
	2900

	 
	 
	 
	2900

	Wedding
	video+pics
	 
	1000

	Wedding Docs
	 
	 
	1000

	Invitations
	 
	 
	500

	Cake
	 
	 
	100

	 
	
	
	400

	 
	 
	 
	400

	Entertainment
	dj
	 
	400

	 
	host
	 
	300

	Decoration
	flowers
	bride
	600

	 
	
	tables
	2000

	 
	Table Napkins
	
	1000

	 
	Gifts
	 
	200

	
	
	
	

	
	
	
	

	
	
	total=
	£23100



VII. [bookmark: _Toc77940159]Risk Assessment 
A particularly critical part of a project is the Risk Assessment, which requires continuously monitoring, detecting, and evaluating the different factors affecting the project (Heagney, 2016, p. 69). A successful project manager aims to minimise and avoid potential issues and outcomes as well as the assumptions made regarding the project (Roberts, 2011, p.141)
1. Identify sources of risk  
1.1. Vendors delays
1.2. Venue malfunction (unexpected accidents)
1.3. Issues with the food
1.4. Issues with the cake
1.5. Rain
2. Assess the likelihood of risk  
2.1. Vendors delays – somewhat likely
2.2. Venue malfunction – very unlikely
2.3. Issues with the food – somewhat likely
2.4. Issues with the cake – somewhat likely 
2.5. Rain – very likely
3. Develop response
3.1. Vendors delays – continuously communicating with vendors and provide back up for the flower vendor.
3.2. Venue malfunction – Inspect the Venue a month, a week and a day before the wedding.
3.3. Issues with the food – Insure a backup food provider.
3.4. Issues with the cake – Prepare a second cake
3.5. Arrange with the Venue to conduct the ceremony inside
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