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[bookmark: _Toc233485177]Executive Summary
This report sets out a project plan for the Waste Removal and Storage Optimisation Project carried out by my employer, Churchill Group, at One Cabot Square, Canary Wharf. The aim of the project is to improve storage efficiency, tidy up the workplace and support the organisation’s sustainability goals by removing, recycling and redistributing redundant equipment and materials. Working as the Operations Supervisor, I act as the project manager for the work: I coordinate the inventory assessment, identify what can be reused or must be disposed of, and raise the Purchase Orders (POs) that get the work approved and paid for.
The project is scheduled to run over one month with an approved budget of £15,000, including a contingency. It tackles three everyday problems - overcrowded storage areas, unused equipment and poor use of space - that have built up over time and now create health and safety risks. The plan that follows breaks the work down into clear deliverables, a work breakdown structure, a timeline of milestones and a resource list, so the team knows exactly what to do, by when and with what.
[bookmark: _Toc233485178]1. Introduction
Good project management is what keeps a piece of work on time, on budget and at the right quality. It gives a team a structured way to plan the work, share out resources, manage risk and check that the end result actually meets the objectives that were set (PMI, 2021). Even a fairly small, one-month project benefits from being planned properly rather than tackled on the fly.
Churchill Group provides integrated facilities management services to clients across several sectors, including financial institutions in Canary Wharf. At One Cabot Square, the back-of-house storage areas had gradually filled up with redundant materials: obsolete equipment, unused cleaning chemicals, broken trolleys and outdated machinery. These items took up valuable space, blocked walkways, created health and safety concerns and made day-to-day operations slower than they needed to be.
To deal with this, Churchill Group set up the Waste Removal and Storage Optimisation Project. The work focuses on identifying what is no longer needed, arranging recycling or safe disposal, and reorganising the remaining storage so it is easier and safer to use. As Operations Supervisor I lead the project on the ground - carrying out inventory checks, coordinating with the waste contractor and raising the Purchase Orders that authorise the spend. This document is the plan for that project.
[bookmark: _Toc233485179]1.1 Project Management Approach
[bookmark: _Toc233485180]Because the project is short and the deliverables are well defined, it is managed using a straightforward predictive (waterfall) approach: the phases run broadly in sequence, with each one signed off before the next begins (Larson and Gray, 2021). The plan draws on standard project management tools - a work breakdown structure to organise the work, a Gantt chart to schedule it, a risk register to control uncertainty and a simple cost breakdown to track spend. The supervisor acts as project manager throughout, giving a single point of accountability for time, cost and quality, which is one of the principles emphasised in the PMBOK Guide (PMI, 2021).
2. Aim, Objectives and Scope
[bookmark: _Toc233485181]2.1 Aim
The aim of the project is to improve storage efficiency and waste management at One Cabot Square by removing, recycling and redistributing redundant equipment and materials, creating a safer and better organised working environment.
[bookmark: _Toc233485182]2.2 Objectives
The project objectives are SMART - specific, measurable and time-bound - so that success can be judged clearly at the end:
1. Identify and classify all redundant equipment and materials within the first week.
1. Remove and dispose of waste safely and in line with regulations.
1. Increase usable storage capacity and improve how the space is organised.
1. Reduce health and safety risks in the storage areas.
1. Support sustainable waste management by recycling wherever possible.
1. Complete the project within the one-month schedule.
1. Deliver the project within the approved budget of £15,000.
[bookmark: _Toc233485183]2.3 Scope
Setting a clear scope prevents “scope creep”, where extra work quietly gets added and pushes the project over time and budget (Larson and Gray, 2021). The table below shows what is in and what is out.
	In scope
	Out of scope

	Inspection of storage areas
	Major building refurbishment

	Inventory assessment and classification
	Structural modifications

	Removal of obsolete equipment
	Buying new storage facilities

	Recycling of reusable materials
	Long-term facilities redesign

	Safe disposal of hazardous/unusable items
	Refurbishing other floors of the building

	Coordination with the waste contractor
	

	Raising and approving Purchase Orders
	

	Final cleaning and storage reorganisation
	


[bookmark: _Toc233485184]3. Project Outputs and Deliverables
The outputs are the tangible things the project produces - the results the client can see and check at the end. Listing them up front makes it clear what “done” looks like (PMI, 2021). The main deliverables and direct results of this project are:
1. A completed inventory and classification report listing every item and whether it is to be kept, reused, recycled or disposed of.
1. Cleared storage areas with all redundant equipment and materials removed.
1. Approved Purchase Orders and waste transfer notes covering removal and disposal.
1. Recycling and disposal certificates from the waste contractor, confirming compliant handling.
1. A reorganised, labelled and fully usable storage layout.
1. A project closure report summarising outcomes, final spend against budget and lessons learned.
Alongside these direct deliverables, the project produces wider results that are harder to put on a checklist but matter just as much: more usable floor space, reduced health and safety risk, and measurable progress against Churchill Group’s sustainability targets through landfill diversion. Defining the deliverables clearly at the start also makes it far easier to confirm at closure that the project has actually achieved what it set out to do, rather than relying on a vague sense that the areas “look tidier”. Each deliverable becomes a checkpoint the client can verify.
[bookmark: _Toc233485185]4. Activities Required to Deliver the Outputs
To produce those deliverables, the work is grouped into five main activities (or phases). Thinking in terms of activities first, before drilling down into individual tasks, keeps the plan organised and makes sure nothing is missed (Burke, 2013):
1. Initiation and planning - confirming scope, budget and roles, and booking the contractor.
1. Inventory and assessment - inspecting the storage areas and classifying every item.
1. Procurement and approvals - raising and approving the Purchase Orders for removal and disposal.
1. Removal, recycling and disposal - the physical clearance work with the contractor.
1. Reorganisation and closure - cleaning, relabelling the space and closing the project.
[bookmark: _Toc233485186]5. Work Breakdown Structure (WBS)
A Work Breakdown Structure is a deliverable-oriented breakdown of the total scope of a project into smaller, more manageable pieces (PMI, 2021). It takes each main activity and splits it into sub-activities and then into individual tasks, so that work can be assigned, estimated and tracked. The WBS below uses a numbered “code of accounts” so every task has a unique reference.
	WBS
	Sub-activity
	Tasks

	1.0
	Initiation & Planning
	Confirm scope, budget and roles; appoint team; brief stakeholders

	1.1
	Project set-up
	Hold kick-off meeting; agree responsibilities and reporting

	1.2
	Contractor selection
	Request quotes; check accreditation; book the waste contractor

	2.0
	Inventory & Assessment
	Survey all storage areas and classify items

	2.1
	Site inspection
	Walk each storage area; photograph and log conditions

	2.2
	Classification
	Tag items as keep, reuse, recycle or dispose; flag hazardous items

	2.3
	Inventory report
	Compile classification report and removal list

	3.0
	Procurement & Approvals
	Raise and approve Purchase Orders

	3.1
	Raise POs
	Prepare POs for removal, recycling and disposal

	3.2
	Approval
	Obtain manager sign-off; confirm contractor dates

	4.0
	Removal, Recycling & Disposal
	Carry out the physical clearance

	4.1
	Removal
	Remove obsolete equipment and redundant materials

	4.2
	Recycling
	Separate and send reusable materials for recycling

	4.3
	Disposal
	Dispose of hazardous/unusable items; collect transfer notes

	5.0
	Reorganisation & Closure
	Reset the space and close the project

	5.1
	Cleaning & layout
	Deep clean; relabel and reorganise storage

	5.2
	Closure
	Final inspection; closure report; lessons learned


[bookmark: _Toc233485187]
6. Deliverables, Milestones and Timeline
Each phase has a clear deliverable and a milestone - a checkpoint that marks the completion of a key stage (Lock, 2017). Spreading these milestones across the four weeks makes progress easy to monitor and gives early warning if anything slips. The Gantt-style overview below shows when each phase runs.
	WBS
	Phase / task
	Deliverable
	Milestone
	Timeline

	1.0
	Initiation & planning
	Approved project brief
	Project kicked off
	Days 1–2

	2.0
	Inventory & assessment
	Inventory & classification report
	Items classified
	Days 3–7

	3.0
	Procurement & approvals
	Approved Purchase Orders
	POs approved
	Days 8–10

	4.0
	Removal, recycling & disposal
	Cleared areas; transfer notes
	Waste removed
	Days 11–22

	5.0
	Reorganisation & closure
	Reorganised storage; closure report
	Project closed
	Days 23–30



Gantt overview (each block = one week):
	Phase
	Week 1
	Week 2
	Week 3
	Week 4

	Initiation & planning
	██
	
	
	

	Inventory & assessment
	██
	
	
	

	Procurement & approvals
	
	██
	
	

	Removal, recycling & disposal
	
	██
	██
	

	Reorganisation & closure
	
	
	
	██


[bookmark: _Toc233485188]7. Resource Requirements
Resources are the people, equipment and money needed to complete the work. Matching resources to each task makes sure the right people and kit are available at the right time and avoids bottlenecks (Kerzner, 2022). The table maps the main resources to each phase.
	Phase
	Personnel
	Material / other resources

	Initiation & planning
	Operations Supervisor
	PO system, project templates, meeting room

	Inventory & assessment
	Supervisor + 3 site employees
	Inventory records, camera/tablet, PPE, labels

	Procurement & approvals
	Supervisor; approving manager
	PO management tools, contractor quotes

	Removal, recycling & disposal
	3 site employees; waste contractor
	Waste containers, transport vehicles, PPE

	Reorganisation & closure
	Supervisor + 3 site employees
	Cleaning equipment, shelving, labels


In summary, the human resources are the Operations Supervisor (project manager), three site employees and an external waste contractor. The main physical resources are waste containers, cleaning equipment, transport vehicles and the storage areas themselves. The financial resource is the approved £15,000 budget, and the technological resources are the inventory records, communication systems and Purchase Order management tools.
[bookmark: _Toc233485189]8. Stakeholders
Stakeholders are the people and groups who affect, or are affected by, the project. Keeping them informed and on side is one of the biggest factors in whether a project succeeds (Maylor and Turner, 2022). The key stakeholders here are the client (the building occupier), Churchill Group management, the site team, the waste contractor and the building’s health and safety officer. Each gets the level of communication that suits their interest - management receives short progress updates against the milestones, the site team is briefed daily before work starts, and the client is notified before any activity that could affect their floors. Engaging the health and safety officer early is particularly important, because their sign-off is needed before hazardous items are moved.
[bookmark: _Toc233485190]9. Risk Assessment
Risk management means spotting what could go wrong, judging how likely and how serious it is, and planning how to deal with it before it happens (PMI, 2021). The register below lists the main risks, their rating and how each will be managed.
	Risk
	Rating
	Mitigation

	Hazardous materials handled unsafely
	High
	Use accredited contractor; PPE; follow disposal regulations

	Removal disrupts daily operations
	Medium
	Schedule work in quieter periods; brief building users

	Costs exceed budget
	Medium
	Fixed-price quotes; track spend; hold contingency

	Delays in PO approval
	Medium
	Agree sign-off route early; flag approvals in advance

	Recyclable items sent to landfill
	Low
	Segregate at source; require recycling certificates


[bookmark: _Toc233485191]10. Budget Estimation
The approved budget is £15,000, including a contingency to cover unforeseen costs. Breaking the budget down by cost area keeps spending visible and controllable throughout the project.
	Cost area
	Estimate (£)
	Notes

	Waste contractor (removal & disposal)
	7,000
	Includes hazardous disposal

	Recycling and transport
	2,500
	Segregation and haulage

	Labour (site team time)
	2,500
	Allocated employee hours

	Cleaning, shelving and labelling
	1,500
	Reorganisation materials

	Contingency (~10%)
	1,500
	Unforeseen costs

	Total
	15,000
	


[bookmark: _Toc233485192]11. Sustainability Considerations
Sustainability is now a core part of facilities management, not an optional extra. This project supports Churchill Group’s environmental goals by recycling reusable materials, diverting waste from landfill, reusing equipment where possible and disposing of hazardous items responsibly. Wherever an item can be redistributed to another site rather than scrapped, that option is taken first, which saves both money and resources. Recording how much waste is recycled versus sent to landfill also gives the client clear evidence of progress against corporate sustainability targets, which is increasingly expected by tenants in buildings like One Cabot Square. These figures feed into the closure report so the benefits are documented rather than assumed.
[bookmark: _Toc233485193]12. Conclusion
This plan sets out a clear, practical route to deliver the Waste Removal and Storage Optimisation Project at One Cabot Square. By defining the deliverables up front, breaking the work into a structured WBS, scheduling milestones across four weeks and matching resources to each task, the project gives the team a shared understanding of what needs to happen and when. With risks identified and a contingency built into the £15,000 budget, the project is well positioned to be delivered on time and on budget.
If it runs as planned, the result will be a safer, tidier and more efficient set of storage areas, less waste going to landfill, and a useful demonstration of how solid project management turns an everyday operational problem into a controlled, measurable piece of work.
[bookmark: _Toc233485194]
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