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[bookmark: _Toc90027689]Introduction 
Outbreak of covid-19 has altered the traditional function of different sectors and organisations need to incorporate new strategies within their activities that enable them to survive the pandemic situation. As the rate of virus transmission has been enhanced in the social gathering, therefore, the government has to completely shutdown all the business activities that force organizations to stop their business. In order to sustain the pre and post pandemic situation, organisations are now involving strategies that will allow them to survive the market condition and increase the engagement of customers again with the business. The report will analyse the importance of conducting an event for generating awareness about Covid-19 to the employees and customers of Tesco and encourage them to maintain all types of regulation to ensure the safety of each other and employees.
[bookmark: _Toc90027690]Scope of the project
Tesco is one of the popular retail organizations in the UK and they aim to conduct a seminar event that will encourage their employees to maintain basic level of protection that will stop the expansion of Covod-19 further. The UK is among the one of the global countries that has been hugely impacted by the outbreak of Covid-19. The pandemic has not only caused multiple death cases but also slowed down their economic growth as all types of organizational activities have been stopped due to the announcement of complete lockdown. Market performance of Tesco has also been impacted as customers are prohibited from entering the offline stores which decreased the level of customer engagement. However, the UK government has now relaxed the strict rules and regulations about Covid-19 and provide permission to organizations to open their stores. In order to gain the back the trust of customers and increase the level of engagement, management of Tesco has decided to conduct an awareness event to encourage their employees to maintain high level of precautions.
Conducting an awareness program will allow the organisation to take necessary steps to avoid any risk of virus transmission and also pinpoint the required resources that need to be involved within the organisational activities. The project will include a stakeholder analysis matrix to recognise the important stakeholder of the project and also involve a risk assessment matrix that identifies the probable risk of the project and take essential steps to lower the chance of risk occurrence. Classification of the risks will increase the visibility of the probability of risks and allow the project manager to include extreme measurements to avoid any type of delay within the project. The project will also include the Work Breakdown structure tool to recognise the dependable and independent activities in the project to complete the whole project within a limited amount of time and budget (Keers and van Fenema, 2018). On the other hand, inclusion of Asana will allow the project manager to streamline all the activities and monitor the progress of the project by assigning duties to credible team members of the project. The particular project management tool will develop an accurate view of the project and create a realistic timeline that can be achieved by the project manager and the team members.
[bookmark: _Toc90027691]Stakeholder analysis 
Primary stakeholders 
Employees
Employees are the primary stakeholders of the project management as the event aims to enhance their understanding about the recent rules and regulation about Covid-19. On the other hand, the effective involvement of the employees will enable the project manager to complete the project within allocated resources and under budget (Zaher et al. 2021).
Suppliers
Suppliers are the next important stakeholders of the project as they are responsible for delivering essential requirements to complete the event successfully. It is important for the project manager to select sustainable suppliers for the project that can add value to the event.
Participants 
Involvement of an extensive number of participants will allow the project manager to conclude the event successfully. Members of the projects need to devote themselves within the project to generate a successful outcome by engaging sufficient numbers of participants to the project. It is important for the project manager to communicate with involved participants so that they can understand the vision of the project and act accordingly.
Sponsor 
Sponsor is another integral part of the project as they will be responsible for generating financial support to the project. It is important for the project manager to build the list of potential sponsors that will allow them to conduct a successful event and bring value to the attendees.
Secondary stakeholders 
Governments
It is important for the project manager to conduct the event under the health guidelines of the UK government and involve participants as per their instruction. Disobeying any rules or regulation can create complexity in the project development and ultimately impact the final outcome of the event.
Volunteers 
Volunteers are those that willingly take part in the project and use effective efficiency to complete the project successfully. In this project, selection of the volunteers will be dependent on the rate of their experiences and skills that will enable the project manager to conduct the event in a successful manner.
Host community 
The main aim of the project is to add value to the community and create concern about the ongoing pandemic and its effect on the population. Due to the changing nature of the virus, it is crucial for the community to take the necessary precautions to avoid transmission (Brink, 2017). This event will deliver adequate knowledge about the do’s and don'ts due to the evoking nature of the situation.
Media 
Media will play a significant role in developing awareness about the event and enhance the involvement of public by advertising the news about the event. It is important for the project manager to constantly provide updates about the latest progress about the events and form constructive communication channels with the media that will add benefit to the project.
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Figure 1: Stakeholder analysis
(Source: Brink, 2017)
[bookmark: _Toc90027692]Work breakdown structure 
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Figure 2: WBS structure
(Source: Hillsqn, 2017)
Inclusion of work breakdown structure within the project has enabled the project management to recognise the dependable and independent activities within the project and form a link within the activities that will enable the project manager to complete the project within a limited amount of time (Hillsqn, 2017). The whole project has been divided into four major parts, initiation, planning, execution and closure. Each part is involved with specific activities that need to be completed within a limited amount of time to ensure the success of the event. In order to complete the project successfully, it is essential for the project manager to select the most suitable venue that can allocate a sufficient number of participants. On the other hand, selection of skilled team members is another important task of the event that will play a major role in completing the project in a timely manner. The project manager and the team members are also responsible for designing creative designs that can boost the registration process and develop social media amplification to raise awareness about the event among the employees and participants. Selecting suppliers that are responsible for delivering food and beverages and add technological aid to gain the attention of participants and increase their knowledge about the Covid-19. Recreational activities have also been arranged by the project manager to refresh the mind of participants.
[bookmark: _Toc90027693]Involvement of resources 
Resources of the project
Human resources 
Human resources is one of the important resources in this project as they are responsible for conducting the project activities in a successful manner. Team members of the project contribute in carrying the necessary tasks of the project that can ensure the success of the project (Eskerod and Larsen, 2018). Involvement of the members with adequate technical and business skills can guarantee the successful projection of the project.
Material resources 
Material resources reflect the raw materials, technical tools and other types of equipment that are necessary for completing the project within the time limit. In the project, involvement of project management tools and technique has played a crucial role in managing the progress of the project and developing effective communication within the involved team members.
Finance resources 
In order to complete the project, the project manager needs to estimate the budget of the project that can generate a primary understanding about the required amount of resources (Matthews et al. 2018). The financial resources generally cover the labour charge, material charge and equipment charge that are required to complete the project within estimated resources.
Time resources 
Time resource refers to the definitive time period within which each task of the project needs to be completed. The project manager needs to develop proper project planning that will present a visual presentation of required time to complete the project as per the project planning.
[bookmark: _Toc90027694]Consideration of resources 
Considering resources within the project will enable the project manager to add another dimension to the event planning project and involve resources as per the demand of each activity of the project. The primary step of considering the resources is to involve expert judgment of the project manager that will ultimately help in pointing out the necessary resources that are essential to complete the project successfully. As the project is involved with planning an event that will create awareness about the Covid-19 virus, therefore, necessary resources need to be prioritized that will allow the project manager to achieve the objective of the project (Habibi et al. 2018). It needs to be understood by the project manager that resources are fixed and exceeding the limitation of the fixed resources can impact the progress of the project. The project has already pointed out the essential resources of the event planning project and also developed an estimated budget of the project that also includes the overhead cost; therefore, the project manager is bound to complete the project within allocated resources to deliver a successful outcome. On the other hand, inclusion of Microsoft project management software will help in designing the software in such a way that it will help in overcoming the budget constraints and allocate required resources as per the significance of project activities. Bottom up estimating enables the project manager to break down the complex activities in pieces and assign resources as per the requirement of each piece. Bottom up estimating process is one of the accurate forms of resource estimation that helps in assessing the whole project and involves greater accuracy in the resource estimation process. 

Draft of cost 
	Particulars 
	Estimated cost 

	Charge of the venue 
	$2000

	Food and beverages 
	$3350

	Lighting 
	$540

	Decoration 
	$200

	Electrical gadgets 
	$340

	Games equipment 
	$200

	Emergency generator 
	$500

	Sanitisation 
	$330

	Labour charge 
	$500

	Overhead cost 
	$140

	Total 
	$8100



It has been estimated that a total of $8100 budget is required to successfully complete the event about the Covid-19 awareness program. The project manager needs to choose a venue that is local and encourage participants to get associated with the project. However, they need to make sure that only registered participants take part in the event to limit the gathering in the place. On the other hand, the labour charge of the project is estimated around $500 as the project is not involved with high physical activity. Team members only need to serve the guest and maintain the smoothness of the event. It is essential for the project manager and their team to include a proper sanitisation process to ensure the safety of employees and upcoming guests at the event.
[bookmark: _Toc90027695]Project schedule 

	Task 
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8

	Selection of venue 
	
	
	
	
	
	
	
	

	Selecting team members 
	
	
	
	
	
	
	
	

	Involving reliable suppliers 
	
	
	
	
	
	
	
	

	Starting registration process 
	
	
	
	
	
	
	
	

	Decorating the venue
	
	
	
	
	
	
	
	

	Arranging food and beverages 
	
	
	
	
	
	
	
	

	Preparing recreational activity 
	
	
	
	
	
	
	
	

	Sanitisation of the place
	
	
	
	
	
	
	
	



It has been estimated that a total of 8 weeks will be required in order to complete the event planning project. The project manager needs to select the local venue that will be easy for the participants to attend. However, the venue needs to have sufficient capacity to allocate enough invitees. On the other hand, it is equally important for the project manager to include skilled and talented members within the project that have enough understanding about the objective of the event planning project (Kadri et al. 2018). Selection of suppliers that are reliable enough to deliver essential resources is one of the significant parts of the project. The project manager can also select the local suppliers as it will help in controlling the extra expenses of the project. It is also essential for the project manager to ensure the safety of the incoming guests by properly sanitizing the venue and maintaining social distances to avoid the transmission of the virus. 

[bookmark: _Toc90027696]Risk assessment 

	Risk 
	Areas of risk
	Likelihood of the risk 
	Degree of impact
	Responsibility 
	Risk analysis 
	Action taken 

	Higher cost of the project than anticipated.
	Entire project 
	High 
	High 
	Project manager 
	Higher operating expenses than anticipation can impact the overall progress of the project and limit the scope of the project.
	The project manager needs to consider every aspect of the project and include them within the budget preparation so that any type of budgeting error can be prevented. 

	Preparing unrealistic project management schedule
	Entire project 
	Medium 
	Medium 
	Project manager 
	Inability of the team members to meet the deadline of the activities of the project can cause delays in the whole project that ultimately enhance the total budget and time of the project.
	Effective communication needs to be established within the team members of the project that will allow the project manager to share the latest update with employees.

	Employing equipment with a reduced life cycle increases the total cost of the project.
	Entire project
	Low 
	Low 
	Project manager 
	Involvement of unequipped materials and equipment that cause delay or give rise to crisis on the day of the event.
	The project manager needs to involve suppliers that are credible enough to supply long life equipment.


Inclusion of the risk analysis matrix will allow the project manager to recognize the probable risk that has the ability to slow down the progress of a project and ultimately reduce the quality of the project outcome (Nguyen et al. 2018). Therefore, it is essential for the project manager to consider the probable risks and take necessary action to mitigate the impact of the risks factors. Failure of equipment and ineffective estimation of budget have the ability to affect the progress of the project.
[bookmark: _Toc90027697]Conclusion 
Hence, it can be concluded that project managers need to prepare a team that is effective enough to manage project crisis and take concrete steps to eradicate the potential issue from the project. As the main aim of the event planning project is to create awareness among the involved customers and employees about Covid-19 virus and encourage them to take proper precautions to ensure the safety of the customers, therefore, it is necessary for the project manager to plan the project in relation to the event topic.
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Introduction
· The impact of Covid-19 has left the organisations facing significant challenges in relation to deliverables of effective projects and programs. 
· With the increase in the rate of virus transmission, the business activities were strictly prohibited on the mark of complete shutdown.
· The day-to-day operations of project management were not typically followed, leading to poor project decision-making.
In order to improve the project management boundaries, many organisations have involved sustainable strategies to sustain in the market and allow more customer recognition. The study has detailed out the importance of event management in Tesco in order to make the employees aware of maintaining safety regulations. 
Scope of the project
· Tesco is one of the leading retailers in the UK that provides one-stop solution from project conception to successful completion.
· The organisation aims to conduct a seminar event that can encourage their employees to understand the basic levels of protection against the Covid-19 pandemic (Burns, 2021).
· This awareness program can allow Tesco to implement sustainable strategies in the organisation and reinforce strong customer engagement levels to gain back market performance.
Thus, the project manager needs to account for the necessary resources including a brief schedule for stakeholder analysis, risk assessment, budgetary analysis and WBS to conduct the event.
Stakeholder analysis
· The primary stakeholders of Tesco are suppliers, participants, employees and sponsors who are the key players for the survival of the event management program. 
· Secondary stakeholders include the host community, government, volunteers and media that are responsible to manage the data resource of the project.
· The crucial aspect of stakeholder analysis is to involve them in an effective decision-making process and create sustainable changes among the employees of Tesco (Nnaemeka, 2020).
In order to develop a significant awareness program in Tesco, the stakeholders would add value to the community and allocate proper resources under budget to accomplish the project objectives. 
WBS
· Involvement of WBS in the project management of Tesco has encouraged the project manager to divide the tasks in small manageable projects.
· The WBS have let the project manager ease out the tasks starting from the selection of venue, food arrangements and recreational activities to refresh the mind of participants.
It has allowed the team members to identify the dependable and independable activities of the project in order to complete it within allocated budget and time resources (Saltz and Crowston, 2017). Developing a creative design, social media amplification and event registration has not been possible successfully without the inclusion of WBS in the project management of Tesco. 
Involvement of resources
· The team members have been accounted for as the major players of the event management program in Tesco.
· Implementation of project management tools and techniques is known to deliver a strong support channel for the team members as well as the project manager.
· Involvement of finance resources including the charges for labour, materials, equipment and other social media tools incur great costs for the project of Tesco.
Time management resource is another vital aspect of project management that has allowed the project manager to accomplish the project activities within an effective deadline (Moriel, 2017).
Draft of cost
· An approximate amount of $ 8100 has been drafted as a budget criterion for successful Covid-19 awareness program in Tesco.
· The project manager has estimated the cost by taking a note on the allowance of only registered participants.
· Labour charges have also been included as they are responsible for designing the event program in the allocated venue and then serving the guests as per the needs (Matos et al. 2019).
Sanitation charges have also been allocated within the cost draft as it is regarded to be the most important awareness tool in the event management project of Tesco to ensure the safety of employees as well as the guests. 
Project schedule
· Developing a realistic schedule is one of the crucial tasks for the project manager. In this case, Gannt chart tool has been used to create a detailed project schedule (Kadri et al. 2018).
· Visual representation of the tasks will allow the project manager to monitor the progress of the project. It will encourage them to complete the total task within the time limit.
Involvement of Gantt charts will enable the project manager to identify the milestone of the project. Recognising the dependent and independent activities within the project will allow the project manager to create an updated project schedule.

Risk assessment 
· The higher cost of budget, equipment failure and unrealistic time schedule has been identified as the potential risks to impact on the project of Tesco.
· Involvement of the risk analysis matrix can encourage the project manager to develop suitable remedies in order to avoid unfortunate scenarios.
· The project manager needs to hold a strong communication channel and get accustomed with the latest updates of project resources to avoid any hazardous risks in the project.
It is essential for the project manager to take necessary steps in order to dissolve the risks and ascertain mitigation factors to reduce the likelihood of potential risks in Tesco’s event management program (Misopoulos et al. 2018). 
Challenges of project
· Scope creep is one of the common challenges that can create difficulty for the project manager (Habibi et al. 2018).
· Ineffective communication is another significant challenge that has the ability to affect the flow of information.
Scope creep can often create difficulty for the project manager as the changing requirements of clients often disturb the progress rate of the project. On the other hand, the project manager is needed to convey important information to the team members so that  the team can generate desired outcomes from the project.

Conclusion 
· In conclusion, it can be stated that the project management of Tesco can accomplish their project activities by eradicating the potential issues from the project.
· The project manager needs to involve as much as employees and then customers in order to create a high level of awareness for Covid-19 virus.
Thus, the event awareness program in Tesco can encourage the employees and customers to learn the basic disciplines of sanitation to fight against the virus onset. 
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