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	Week 1
	Monday April 27th, 2020 



	Planning:


· Selection of the conference committee.
· Assign the group members their roles.
· Decide on meeting dates for the meetings that will be done weekly.
· Create a list of tasks that will be done in the upcoming meetings.

.



	Organising:

· Division of the roles among the group members according to the most suitable area of interest.
· Team Selection:

Marketing and promotion of the event: Dayna
Administration: Volen
Planning: Stoyanka
Sponsorship: Milena



	Managing:

· The management to decide on the theme.
· The management will be responsible in reporting and reporting the progress of the whole project.
· The management will be responsible for activity planning and sequencing.
· Minutes taking during the weekly meetings will be done by the management.













	Marketing: 

· To create promotional materials.
· Define all the marketing strategies to be used in upcoming weeks.
· Familiarizing the other teams about the project and contents in the upcoming conference.
· Define the social media activities to be adopted by the team.
· Identify the target market.



	Problems/Resolution Action Plan :


· Deciding on the venue of the conference.
· Team members understanding fully the roles assigned to them
· The best technology to use for the face recognition company.
· Familiarizing the other teams about the project and contents in the upcoming conference.
· Define the social media activities to be adopted by the team.
· Identify the target market.








	[bookmark: _Hlk28956365]Focus for the Week: 

· A summary of the individual topics to be discussed in upcoming weeks.
· Ensuring attendance by all the members.
· Summarizing our communication tactics.
· Deciding on the logo, the website design theme and the overall brand specs.
· Preparing for website launch and the product launch ideas.
· Setting up the performance evaluation metrics.














	Student Signature:


__________________________________


Date:

_________________________________














	Week 2
	Monday May 4th, 2020 



	Planning:

· Expounding on the main theme chosen in week one and the individual topics.
· Discussing on the right approach that will be used to hold the conference.
· Planning on ways in which to opt-in attendees in the conference and how to make them totally aware on how the data will be used.







	Organising:

· The company name chosen is RS PRO.
· The theme chosen is the future of facial recognition technology.
· Specifications of the individual topics to be discussed:
         Dayna – Will discuss topics such as:  Introduction to facial recognition, the importance of facial recognition, RS PRO marketing plans and trend to watch in facial recognition technology.
                   Volen- The face detection process, The face capture process and the face match process.
Planning: Facial recognition markets, systems using facial recognition, RS PRO company expected contribution to the face recognition industry.
Milena- Sponsorship plans for the RS PRO company, Ways to raise funds for RS PRO operations.
· Deciding on how the video presentation will be organized from introduction to the end of the presentation.
· Deciding on the guest speakers at the conference.


	Managing:

· Comments from the Volen who is involved with administration and finance on all the administrative issues that need to be addressed.
· Reviewing minutes on every issue discussed from the first meeting.
·  Any concerns from the team members aired out and a solution decided on.
· The Project manager assessed by other team members and his/her capability discussed.












	Marketing: 
· Dayna assigned to lead the marketing team.
· Discussions on how the media will be adopted in marketing the conference and the company in general.
· Dayna assigned the role of managing the company website and ensuring it is up to standards and the material uploaded follow the SEO rules.
· Members selected to assist Dayna in the marketing processes.









	Problems/Resolution Action Plan :


· Lack of enough funds to create a well-developed website.
· SEO team management will also be a problem due to lack of proper expertise of the team concerning SEO skills.
· Adopting the latest technologies due to lack of sufficient knowledge on technological matters.
· Lack of effective communication between members due to different and busy schedules.
· Deciding on the logo to be used. Every team member having different ideas on how the logo should look like.
· Lack of dedication from all members which affects the progress achieved by the team.







	Focus for the Week: 

· Logo design.
· Marketing plans as discussed by Dayna and the team.
· SEO strategies to be used in the company website.
· Administrative issues aired out by  Volex.
· The company website design and theme.
· Brainstorming on new ideas by all the members.













	Student Signature:


__________________________________


Date:

_________________________________






















	Week 3
	Monday May 11th, 2020 



	Planning:

· Approval of the website developed by the team members.
· Approval of the logo by the team members.
· SEO marketing strategies decided on by the management.
· All members provide content to be uploaded on the website.
· Discussing the roles and topics to be assigned the guest speakers.
· Properly explaining the company roles, goals and products in the company website.












	Organising:

· Going through the past week’s minutes and evaluating the progress so far.
· Checking the email list to be sent the promotional messages and flyers.
· Checking progress by the marketing team to this level and the contributions of every assigned members to the marketing.
· Deciding the types of promotional videos and how to go about it for more efficiency In passing the message across to the public.









	Managing:

· The plan discussed on the plan for the conference day:

9.00-9.30 - welcome drink
9.30-10.00- introduction
10.00-11.00 - presentation
11.00-11.30- coffee break
11.30-12.30- conclusion and questions. 
That is the plan for the day of the conference
· Discussion of the theme: “The future of facial recognition technology”
· All necessary topics associated with the theme discussed and explored in depth.
· Discussion of everything included in the minutes.

	Marketing: 
· The promotional emails and flyer’s list curated and checked by Dayna presented to the other team members.
· SEO strategies availed by the marketing team.
· Contact list and mailing list for Universities, Colleges and technological industries produced.



	Problems/Resolution Action Plan :

· Coming up with the promotional email’s list was a huge problem to the marketing team.
· Communication among the team members. 
· The communication problem solved by encouraging other members to be active in the group meetings and in sharing the information among the group members.










	Focus for the Week: 

· Weekly updates on the progress obtained from the meetings.
·  Discussing the efforts from each member since the first week.
· Expounding more on our theme: “The future of facial recognition technology”
· Looking into the pat week’s minutes and progress check.
· Progress check on the marketing, administrative and financial plans.













	Student Signature:


__________________________________


Date:

_________________________________





	

















	Week 4
	Monday May 18th, 2020 



	Planning:

· The project is nearly fully planned at this point despite a few areas left off the first few weeks.
· Sponsorship plans by Milena aired out.
· Looking into other financial sources to help conduct the conference.









	Organising:


· Ensuring everyone has been given a role and is working to meet the deadline.
· Checking on previous minutes and doing progress check on everyone.










	Managing:




· Going through minutes shared by the management team from the past weeks








	Marketing: 



· The company marketing strategies fully developed.
· The emails and contact lists updated for this week.
· Adoption of additional promotional strategies.
· The promotional videos recorded and uploaded in the company website.
· The contents in the company website updated.






	Problems/Resolution Action Plan :



· The company website having problems such as slow upload speed and image qualities.
· Problems in acquiring additional email and contact lists to send promotional messages.
· Sponsorship plans not very clear at this point.








	Focus for the Week: 

Ensuring all issues with the website are resolved.
Sponsorship plans clearly aired out by Milena.
Communication among members improved.
Discussions on adoption of new technologies to fit our theme which is “The future of facial recognition technology




	Student Signature:
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	Week 5
	Monday May 25th, 2020 



	Planning:

· To finish on the website design and layout.
· Conference description clearly done on the website.
· Email list and contact lists updated to reach as many interested people as possible.
· Marketing and sponsorship plans fully developed. 










	Organising:

· Meet up to discuss the previous week’s minutes
· Progress check on all departments and on all the group members.











	Managing:



· Management team ensuring all issues were discussed and resolved.
· Management discuss the financials to cover the conference.











	Marketing: 

All the marketing strategies discussed and applied at this point.








	Problems/Resolution Action Plan :


· Readiness of every member for the conference.
· Ensuring every issue is resolved in order for the conference to be successful.







	Focus for the Week: 

To get everyone ready for the conference.
Ensure the website is up and running.
Ensure the presentations and promotional videos are ready.













	Student Signature:


__________________________________


Date:

_________________________________






















	Week 6 – Final Week 
	Monday June 1st, 2020 



	Planning:



At this stage everything is ready.







	Organising:


Meeting up as members for a final look at our topics of discussion and theme.








	Managing:


· Managers meeting up to ensure the presentation is ready as discussed in the previous week.
· Sharing the passwords for the company’s social media platforms.










	Marketing: 


Ensuring marketing strategies were a success and fully applied.







	Problems/Resolution Action Plan :



No serious issues at this point.






	Focus for the Week: 


Ensuring the conference will be successful by following through all our plans.












	Student Signature:


__________________________________


Date:

_________________________________





















	Conference Review 


	Planning; Organisation; Management; Marketing of the Event and Conference Delivery 



	

The conference was able to host about 80 people but would have hold more people if the budget was a bit higher.
The project would also be more successful if all the team members were dedicated fully and the time given to do the project was longer.
It would have been more effective to deliver the project through online platforms than in a conference because it would reach a wider audience if marketing is done well.
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