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1. Introduction

1.1 Overview of the assignment 
This assignment focuses on planning and managing a function room showcase event at a cafe. The project aims to promote the function room, attract potential customers and showcase different party ideas and local suppliers. The assignment will cover the project concept, scope, planning, risks, budget, resources, changes and project closure. It will also explain the skills needed by the project manager and include a self-audit of their strengths and weaknesses.

2. The project

2.1 What is the project

The Family Showcase Day is a one day event at the cafe. It will promote the cafes function room and show how it can be used for different celebrations such as children’s birthday parties, baby showers, gender reveals and other family events. Local businesses and suppliers will be invited to show their products and services. These will include catering, cakes, decorations, balloons entertainment and soft play. The events room will also be set up in different styles so visitors can see how the space could look for their own celebration.

2.2 Why is the project needed
The project is needed to increase awareness of the cafe's function room and the services available for private events. Potential customers may not currently know that the room can be booked or understand the range of celebrations it can accommodate. The showcase day will allow families and potential customers to view the space, meet local suppliers,  sample foods and see decorations and entertainment in one location. It will also support local businesses by giving them an opportunity to promote their services and develop working relationships with the cafe.

2.3 Project aim and objectives

The main aim of the project is to promote the cafe’s function room and encourage future bookings. The project aims to increase local awareness of the events room and show the different ways it can be used. It will attract families, parents and other potential customers to the cafe. Visitors will be able to see how the room can be decorated and arranged for different types of celebrations. The event will also showcase the products and services provided by the café and local suppliers. Visitors will have the chance to try samples of food and see examples of decorations, entertainment and other event services.
Another objective is to build good relationships with trusted local suppliers. The event will also allow the cafe to collect enquiries and contact details from people who may be interested in booking the room.
The event aims to increase bookings for future parties, baby showers and family celebrations. It will also help build the cafes reputation as a good local venue for family events.

3. Project life cycle

3.1 What is the project life cycle?

The project life cycle is the different stages a project goes through from the beginning to the end. It gives project managers a clear way to organise and manage a project. The most common has 5 stages: initiation, planning, execution, monitoring and control and closure. Each step helps the project stay organised and increases the chance of it being successful. (bridges, 2025)

3.2 Intuition 
Project initiation is the first stage of project management, It deifies the projects purpose, scopes and main goals. This stage is important because it ensures the project meets stakeholders needs. (Sison, 2026)

During the initiation stage the projects, scope, purpose, objectives and stakeholders are identified. Stakeholders include the owner, staff, customers and suppliers. The scope sets what will and not be included, such as promoting the function room and displaying suppliers. This stage helps ensure the project meets its goals.

3.3 Planning

During the planning stage, a clear roadmap is created to help complete the project on time and within budget. The project is divided into smaller tasks deadlines and milestones are set, and resources, staff, equipment and responsibilities are organised. This helps ensure the project stays on track and meets its goals. (York, 2026)

Planning involves deciding what needs to be done, when it will happen, who is responsible and how much it will cost.  This includes booking suppliers, organising room displays, advertising, arranging staff, setting a budget and identifying risks. Good planning helps the event run smoothly and successfully.

3.4 Execution

The execution stage is when the project plan is put into action. Tasks are assigned, roles are clarified, communication is managed, and the team works together to complete project activities. (York, 2026)

Execution is when the project plan is put into action. For the showcase day this includes preparing the function room, setting up displays, welcoming suppliers and visitors, and promoting the cafes services. Staff and suppliers work together to deliver the event and achieve the project’s objectives.

3.5 Monitoring and control

During monitoring and controlling project managers check progress, identify problems and make changes when needed. They monitor the budget, schedule, risks and project scope while keeping stakeholders informed. Any changes to the project are reviewed before being agreed. This helps keep the project organised and on track and within budget. (Sison, 2026)

For the event monitoring and controlling involves checking that everything is going according to plan. This includes monitoring the budget, suppliers, staff, room setup, advertising and visitor numbers. Any problems such as a supplier cancelling or equipment not arriving can be dealt with quickly to keep the event on track.

3.6 Closure

Project closure is the final stage of the project life cycle. It confirms that all planned work has been completed and the project has achieved its objectives. During this stage the team reviews the results, completes any outstanding tasks, records feedback and lessons learned, and formally brings the project to an end. (Jurčić, 25)

For the family events day closure involves getting a approved signature for the go ahead before the event, after the event his includes clearing the function room, checking final costs, paying suppliers and collecting feedback. The cafe can review visitor numbers, enquiries and bookings to see if the event achieved its goals. Lessons learned can improve future events.


4. Project management methodologies  

4.1 Waterfall methodology
 
The waterfall model is a traditional method where the project is completed in clear stages with each one finishing before the next stage begins. It provides clear structure, makes planning time and costs easier and keeps good records. The disadvantage to this model is once the project is started it can make things difficult to change plans. Customers also have less involvement during the project.
It is best suited to projects with clear and fixed requirements. (Gieber, 2026)

The Waterfall method may not suit the event because it is less flexible. Supplier cancellations, changing visitor numbers, customer feedback or unexpected problems could require changes. Waterfall makes changes more difficult once plans are agreed which could cause delays or extra costs.
However, Waterfall could still provide a clear structure for organising the event particularly because it has a fixed date, budget and set objectives.

4.2 Agile methodology 

Agile project management is a flexible method that provides a project into smaller tasks. Teams work together, review progress regular and make changes when necessary. This allows projects to respond to new ideas, feedback and unexpected problems.
Advantages of this method include flexibility, teamwork and communication. 
Disadvantages include changes can make projects less predictable and harder to control which may increase the time needed to complete the project. (Good, 2026)

Agile could work for this event as it is designed for projects where requirements can change regularly and where the team can develop and improve the project through repeated feedback. However as it is a one day event with a fixed date, using Agile could make the project less organised because changes could continue to be made to suppliers, decorations, activities and room layouts.
For example if the cafe kept changing the room displays or adding new activities based on feedback, this could increase costs and make it harder to prepare everything before the event.
4.3 PRINCE2

PRINCE2 is a structured project management method that provides a clear approach for planning, managing and completing projects, it defines roles and responsibilities while managing risks, control costs and monitors progress. 
It benefits include clear organisation, effective risk management and improved control.
Its disadvantages can be that its complicated and time consuming because it requires planning and documentation. 

PRINCE2 would be a suitable methodology because it provides a clear and organised structure. The project has a specific aim, fixed date, budget and planned activities. It would help the cafe define roles and responsibilities, manage suppliers, control costs, identify risks and monitor progress. It could also help prepare for problems such as supplier cancellations, equipment not arriving or lower visitor numbers.



5. Project concept

Concept design is the starting stage of a project where ideas are developed into a clear plan. It helps establish the project’s vision, requirements and potential challenges before implementation begins. Concept design is important because it provides clarity about what the project aims to achieve and helps identify problems at an early stage, which can save time and money. It also ensures that everyone involved understands the project and works towards the same goals. Additionally, the concept design stage allows the team to explore different ideas and make changes before the project is fully implemented, reducing the risk of costly mistakes. (supplychaingamechanger@gmail.com, 2026)

5.1 why is the project being carried out?
The reason for the project is to increase awareness of the function room and encourage potential customers to consider booking it. The event will allow visitors to see different room setups and meet local suppliers.
The main objectives are to promote the function room, attract potential customers, showcase different celebration ideas, involve local suppliers and generate future booking enquiries. The event should also be completed within the cafes budget and timescale.
The main deliverables will include the completed showcase event, different room displays, supplier stalls and decorations. 
The main stakeholders will include the cafe owner, staff, suppliers, entertainers and customers. They will be communicated with through meetings, emails, phone calls, social media and face to face meetings. Communication is important to share information, confirm responsibilities, discuss progress, manage problems and ensure the event runs safely and successfully.  
Resources will include the function room, staff, furniture, decorations, equipment and funding. 
The anticipated cost could be around £700 for decorations, advertising, refreshments, entertainment and other expenses.
The timescale has a fixed date which is 6 months away. Planning should begin several weeks beforehand to allow enough time to organise suppliers, staff, advertising and the room setup.
Possible risks include supplier cancellations, low turnout, equipment problems, staff shortages and unexpected costs. Constraints may include the budget, staff availability, room size, supplier availability and the fixed event date.
The performance criteria will measure whether the event is delivered on time, within budget, safely and to a good standard. 
KPIs could include visitor numbers, supplier participation, customer enquiries, future bookings and customer satisfaction.

6. Project Scope 

6.1 What is included in the project

The project will include the planning and delivery of the event at the cafe. The function room will be decorated and arranged in different styles to demonstrate how it could be used for family celebrations such as children’s birthday parties, baby showers and gender reveals.
The project will include advertising the event, organising staff, preparing the function room, arranging furniture and equipment, welcoming visitors and providing information about the function room. The showcase will demonstrate how the room can be used for smaller family celebrations while staying within its safe capacity.
The project will include advertising and promotion before the event to attract visitors, this will include media posts and local advertising.
Health and safety checks will also be included.
The venue will offer a variety of different of equipment and facilities that customers can hire as part of their party package.
These include balloon and event decorations such as balloon arches, Gender reveal displays, backdrops and welcome signs.
Cake makers bringing displays of baby shower cakes, children themed cakes, cupcakes and personalised biscuits. 
Soft play companies who will showcase their ball pits, toddler play equipment and soft blocks.
Children’s entertainers such as superheroes, princesses, Disney characters and discos. 
The cafe will advertise their own catering options by displaying afternoon tea, graze tables, adult/children’s buffet and desert tables.
 Aswell as soft drinks and coffee.

6.2  What the project will not include

The project will not include customers booking events on the day. Visitors can ask questions and register their interest, but future bookings will be dealt with separately after the showcase.
Large parties of 30 or more people will not be included, as the showcase will focus on smaller family celebrations suitable for the available space.
A photographer will not be offered in the party package, this will have to be hired separately. Alcohol will not be included in the event or offered in the package as it does not have a licence. The cafe will provide food and coffee tasting only.










7. Environmental analysis 

7.1 SWOT

Strengths:                                                                                    Weaknesses: 
	The cafe already has a function room that can be used for the showcase.
The event has a clear purpose of promoting the function room.
Different room setups can show customers what the space can look like.
The cafe can provide food, desserts, soft drinks and coffee tasting.
Local suppliers can provide displays of cakes, balloons, decorations, entertainment and soft play.
Health and safety checks are included in the project.
	The budget of approximately £700.
Limited staff available to organise and run the event.
The function room has a limited capacity, meaning larger parties cannot be promoted.
Alcohol cannot be offered because the cafe does not have a licence.
The cafe relying on suppliers being available and attending on the day.
Customers cannot book events directly on the day, which may reduce immediate bookings.

	Opportunities: 

The event could attract new customers who have never used the cafe before.
The cafe could develop long term relationships with local businesses.
Social media and local advertising could reach a larger audience.
Suppliers may promote the event to their own customers and followers.
Positive customer feedback could improve the cafes reputation.
The cafe could identify which party services are most popular with customers.


	Threats:

Suppliers may cancel or become unavailable before the event.
Weather, a heatwave may turn customers away.
Other local venues may offer similar functionroom services.
Unexpected costs could cause the project to go over budget
Equipment could fail or arrive late, affecting the room displays.
Staff illness or shortages could affect the running of the event.




7.2 PESTLE Analysis
	Political 
	Support for local businesses could affect how the event is organised.

	Economic
	Rising prices for food, decorations, entertainment and equipment could increase costs and make it harder to stay within the £700 budget.

	Social
	Families may be interested in affordable and convenient places to hold celebrations. Trends in childrens parties, baby showers and gender reveals could influence customer interest.

	Technological
	Social media can be used to advertise the event and reach loca

l customers. Online booking or enquiry systems could also make it easier for customers to contact the cafe after the event.

	Legal
	The cafe must follow health and safety requirements and ensure the room does not exceed its safe capacity. Alcohol cannot be provided because the café does not have an alcohol licence.

	Environmental 
	weather could reduce the number of people attending. The cafe should also consider waste from food, decorations and packaging and try to use environmentally friendly options where possible.



Stakeholder Analysis


	Stakeholder
	Interest
	Power
	Strategy

	Cafe owner
	High
	High
	Keep updated through regular meetings about important decisions, cost and risks.

	Staff
	High
	High
	Clearly explain roles, responsibilities, time and health and safety requirements.  

	Suppliers
	High
	Medium
	Maintain regular contact to confirm attendance, products, timings and requirements.

	Entertainers
	High
	Medium 
	Communicate regularly about space, equipment, timings and safety.

	Customers
	High
	Low
	Use social media, posters and face to face communication to provide information and collect feedback.



8. Risk management 

8.1 Identifying risks


	Risk
	Likelihood
(1-5)
	Impact
(1-5)
	Score
	Mitigation
	Owner

	Staff member becomes sick or is unable to attend the event
	3
	4
	High
	Have backup staff available and ensure all staff responsibilities are clearly allocated. 
	Project
manger 

	Supplier
cancel
	2
	5
	Very high
	Confirm suppliers in writing, maintain contact before the event and have backup suppliers available where possible.
	Project 
manager

	Insufficient event budget
	3
	4
	Very high
	Monitor expenditure throughout planning and keep a contingency fund for unexpected costs
	Management project

	Low interest
	3
	4
	Very high
	Promote the event through social media, local advertising and suppliers. Monitor enquiries and increase promotion if interest is low.
	Management project






9. Plan

9.1 Work breakdown structure:

Project planning                                               Supplier Management
Confirm event date                                                  Identify local suppliers 
Create project schedule                                          Contact suppliers
Allocate staff                                                               Confirm suppliers
 Plan room layout                                                      Confirm supplier requirements
Plan health and safety
Plan budget

Marketing and Advertising
Create social media posts 
Advertise locally 

Health and Safety
Check equipment 
Fire doors
Check room capacity 
Complete final safety check

Event Day
Staff briefing 
Welcome suppliers 
Welcome visitors  
Provide food and coffee tasting 
Answer customer questions 
Promote function-room facilities 
Collect customer feedback 
Record enquiries
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9.2Critical path 
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9.3Gantt chart
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10. execute 

10.1 Project team roles and responsibilities
As this is a small business, the project team will consist of a Project Manager, Supervisor and Staff. Responsibilities will be shared between the team to make sure the event is organised efficiently and successfully.

	
	
Project manager
Overall responsibility for the event. Confirm the event date, create the project schedule, manage the budget, allocate responsibilities, communicate with suppliers, monitor risks and make important decisions. The Project Manager will also oversee marketing and monitor the overall progress of the event.

Supervisor




	
	Support the Project Manager with the organisation of the event. Coordinate staff, communicate with suppliers, organise room layouts and displays, check that health and safety requirements are being followed, and supervise staff on the event day.

Staff



	
	Carry out the practical tasks required for the event. Help prepare the rooms, welcome suppliers and visitors, assist with supplier displays, provide food and coffee tasting, answer customer questions, promote the function-room facilities, collect customer feedback and record enquiries.

All staff



	
	
	Work together to ensure the event runs smoothly, communicate any problems, follow health
and safety procedures and support other team members when necessary.



10.2 Staff Sickness and Absence

As the business has a small team, staff sickness could have a significant impact on the event. To reduce this risk, staff will be asked to inform the Project Manager or Supervisor as soon as possible if they are unable to attend. The Supervisor can then redistribute essential tasks among the available staff. The Project Manager will prioritise the most important activities to ensure the event can still operate successfully.

11. Monitoring and control

11.1. Monitoring progress
Monitoring progress will be important throughout the project to make sure the event is being planned and delivered successfully. Progress can be monitored by using a project plan or Gantt chart to track tasks such as contacting suppliers, organising decorations, advertising the event, preparing the room and completing health and safety checks. Regular meetings with staff and suppliers can be used to check that everyone is completing their responsibilities and that there are no delays or problems. The project manager can also monitor the budget by recording costs and comparing them with the planned budget of around £700. Key performance indicators such as the number of suppliers involved, advertising reach, visitor numbers and future booking enquiries can be used to measure whether the project is meeting its objectives. If any problems are identified, such as a supplier cancelling or costs becoming higher than expected, changes can be made quickly to keep the project on track.

11.2The Iron Triangle

The Iron Triangle, also called the Project Management Triangle, shows three important parts of a project time, cost and scope. These parts are connected so changing one can affect the others. The triangle helps project managers make decisions and keep the project on track. 
For example, if a project must be finished by a fixed date, more staff may be needed to complete the work on time. This could increase the cost. Alternatively, the deadline could be extended. The Iron Triangle helps managers understand these choices and balance the project’s time, cost and scope to achieve a successful result. (Atlassian, 2026)

All three areas are important to the event because changes to one area can affect the others. For the event time is important because the event has a fixed date that is six months away, meaning the planning and preparation must be completed before the event. Cost is important because the project has an estimated budget of around £700, so spending must be monitored to prevent the project from going over budget. Quality/scope means making sure the showcase is delivered to a good standard and includes the agreed activities, such as room displays, decorations, supplier stalls, catering samples and entertainment. 
For example, if the cafe spends more money on decorations, it may need to reduce spending in another area or increase the budget. Similarly, if a supplier cancels close to the event, staff may need to spend extra time finding a replacement. Therefore monitoring the Iron Triangle will help ensure the project is completed on time, within budget and to the required standard.

12.Change control

12.1Change request

Change request could be made if a supplier wants to change their stall, an entertainer becomes unavailable,or the cafe wants to add another activity. Before accepting a change, the manager should consider how it will affect the time, cost, quality and scope of the project. The change should then be discussed with the café owner and other relevant people before a decision is made. Any agreed changes should be recorded and added to the project plan.

12.2Manging change

Managing changes means making sure that any changes to the project are properly planned and controlled. If a change is requested the manager should check whether it will affect the £700 budget, fixed event date, staff, suppliers or quality of the showcase. The change should be discussed with the cafe owner before it is approved. 
For example, if an entertainer cancels, the project manager may need to find a replacement without increasing the budget too much. Changes should be recorded so everyone knows what has changed and what their responsibilities are. This helps prevent confusion and keeps the project on track.

13.Project closure

Completing the project means making sure everything is organised and ready before the function room showcase takes place. The project manager should check that the room is prepared, decorations and equipment are ready, suppliers and staff have confirmed their attendance, advertising has been completed and all health and safety checks have been carried out. The project manager should also check that the project is staying within the £700 budget and that all planned tasks have been completed. Once everything is in order the cafe owner can review the final plans and officially sign off the project before the event begins. This confirms that the project is ready to go ahead. After the event the project manager should check that equipment and hired items have been returned, suppliers have removed their displays, the room has been cleaned and all outstanding payments have been completed. Final costs should be checked and project documents should be stored for future reference.

13.1Reviewing the project 
The project will be reviewed after the event to see how successful it was. The project manager will compare the results with the original objectives and KPIs such as visitor numbers, customer feedback, supplier participation and booking enquiries. The final costs will also be checked against the £700 budget.

13.2 Lessons learned
Lessons learned will identify what went well and what could be improved. Feedback from staff, suppliers and customers can show what worked successfully. The team may learn that advertising should start earlier, suppliers need to confirm sooner, or extra staff may be needed for future events. These lessons can improve future projects.


14. Project Manager Skills
Leadership: The project manager will lead the team and make sure everyone understands their roles and responsibilities. They will motivate staff and suppliers to work towards a successful showcase event.
Communication: The project manager will communicate clearly with the cafe owner, staff, suppliers and entertainers. Emails, meetings, phone calls and face to face communication will be used to keep everyone informed.
Organisation: The project manager will organise the budget, suppliers, staff, decorations and equipment. A schedule will also be used to make sure tasks are completed on time.
Problem-solving: If problems occur, such as a supplier cancelling or equipment not working the project manager will find a suitable solution quickly to prevent delays.
Teamwork and decision-making: The project manager will work with the team, listen to ideas and make important decisions when needed to keep the project on track and within budget.
15. Self-Audit
Current Skills:
The project manager has skills in communication, organisation, teamwork, problem-solving and decision-making. These skills can be used to plan the showcase, communicate with suppliers and staff, organise tasks and deal with problems that may occur.
Strengths:
The project managers strengths include being organised, communicating clearly and working well with others. These strengths will help ensure that tasks are completed on time and everyone understands their responsibilities.
Weaknesses:
A weakness may be having limited experience in managing a large event or dealing with unexpected problems. There may also be difficulty with managing the budget or making quick decisions under pressure. These areas can be improved through preparation, research, feedback and gaining more experience.
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