
The Project for Durranis’ Wedding Reception 2021
Final Report
[bookmark: _Toc78124542]BMSW5104 - Managing Projects in the Organisation

[bookmark: _Toc78124543]Lecturer: Vajira Balasuriya

[bookmark: _Toc78124544]Assignment Title: Project Management plan

[bookmark: _Toc78124545]Student: Sagveth Alam (1714392)





The Project for Durranis’ Wedding Reception 2021
FINAL REPORT







[image: ][image: ]

[bookmark: _2eesrvspz5x]LOCATION MAP OF THE PROJECT





Table of Contents

BMSW5104 - Managing Projects in the Organisation	4
Lecturer: Vajira Balasuriya	4
Assignment Title: Project Management plan	4
Student: Sagveth Alam (1714392)	4
1.	EXECUTIVE SUMMARY	10
1.1.	Background	10
1.2.	Introduction	10
1.3.	Company Overview	11
1.4.	Project Period	11
1.5.	Project Design Matrix	12
2.	STAKEHOLDERS INVOLVEMENT	12
2.1.	Identification	13
2.2.	Customer Analysis	13
2.3.	QUAD Chart	14
3.1.	Scope Statement	14
3.2.	Aims / Objectives	15
4.	ALLOCATION OF RESOURCES	15
5.	PLANNING & BUDGETING	16
5.1.	Exclusions	16
5.2.	Costing & Financial Plan	17
5.3.	Project Activity Flow	18
5.4.	Marketing Plan	19
5.4.1.	Print media	19
5.4.2.	Electronic media	20
5.4.3.	Social Media	20
5.5.	Operations Plan	21
5.5.1.	Venue	22
5.5.2.	Decoration & props	22
5.5.3.	Lighting	22
5.5.4.	Wedding Caterers	23
5.6.	Management Team	23
5.6.1.	Event Management	23
5.6.2.	Catering	24
5.6.3.	Lighting & Decor	24
5.6.4.	Entertainment	25
5.7.	Financial Plan	26
5.7.1.	Documentation	26
5.7.2.	Approvals / Go-Aheads	26
5.7.3.	Risk Management	27
6.	CONCLUSION / PROJECT SUCCESS CRITERIA	28
7.	PROJECT DELIVERABLES	29
8.	REFERENCES	30







Table of Figures


Figure 1 Project Design Matrix (PDM) for Durranis’ Wedding Reception 2021	10
Figure 2 QUAD Chart for the Wedding Reception Event	12
Figure 3 Allocation of Resources for Durranis’ Wedding Reception 2021	13
Figure 4 Project Activity Flow	15
Figure 5 Price quotes for print media	16
Figure 6 Project Deliverables	22






1. [bookmark: _Toc78124546]EXECUTIVE SUMMARY 
[bookmark: _4nmj3hqz09eg]

1.1. [bookmark: _Toc78124547]Background

Durranis are a first-time client to Jim-Dandy Co. and aspire to build a longer relationship based upon the success of the event under consideration. The client reached out to Jim-Dandy’s regional office through word-of-mouth marketing resulting from Jim Dandy’s exceptional wedding executions during the past decade. The client also briefly evaluated us via social media handles before contacting us directly. 
[bookmark: _r04zzu56ow4t]

1.2. [bookmark: _Toc78124548]Introduction

Durranis Wedding Reception will take place by the end of August at The Hurlingham Club situated by Ranelagh Gardens, England, SW6 3PR, United Kingdom. The ambience is selected as per the client’s as well as the client’s immediate family’s preferences. It is an elite class event set up in an open lawn setting with views of the River Thames. The expenditure limit for this wedding is as high as Jim-Dandy Co. would like, in order to achieve the desired wedding concept. However, the stakeholder has put a very specific requirement to save funds where cost-effective alternatives are available. Additionally, the stakeholder gave a go-ahead for an eco-friendly wedding; an idea put forth by Jim-dandy Co. in the initial draft of propositions. Therefore, the said idea would remain a highlight throughout the plan and environment friendly alternatives will be suggested/ incorporated wherever applicable.

The guest body is around 200 to 250 including non-immediate family, the crew and wedding officials. The generic setup of the event has to be kept post-modern inspired by royalty, displayed in a seamless coalition with minimalistic, comfortable settings designed for the realists.   


1.3. [bookmark: _Toc78124549]Company Overview

Jim-Dandy Co. is a wedding planner organization with a chain of 7 franchises around Europe & a total working body of 1200 employees including event organizers, wedding planners, architects, food-catering department, decor team & a post-production team including art directors, cameramen, videographers, visual designers, IT & spot boys. 

The organization has been producing successful events for more than 20 decades now; starting from its launch in July, 2001. Jim-Dandy Co. is specially known for its state-of-the-art decor that translates the client’s personalized values to its capacity. The company is also famous as a go-to for carving out the best possible costing & financial plan while ensuring an ultimate value for client’s money. Jim-Dandy is now a household name within all socio-economic classes of London & aspires to continue producing events that people can cherish for years to come.     


1.4. [bookmark: _83x75gwi9v5c][bookmark: _Toc78124550]Project Period

The project commenced in July 2021 with a 1.5 months period. There are no expected extensions in the time period of the project. Prospective date for project closing is 15th of September with an interval of twenty days after the wedding reception day being conducted on 25th of August. Time of commencement will be 11 am to 5 pm, from brunch to early evening meal. 


1.5. [bookmark: _Toc78124551]Project Design Matrix


[image: ]
[bookmark: _Toc77919215][bookmark: _Toc77926620]Figure 1 Project Design Matrix (PDM) for Durranis’ Wedding Reception 2021


2. [bookmark: _Toc78124552]STAKEHOLDERS INVOLVEMENT 


2.1. [bookmark: _Toc78124553]Identification

The key stakeholder for this event is the bride’s father Hameez Ali Durrani & then Jim-Dandy itself. An initial brief containing the theme, wedding concepts, ambience, props & costing was shared by the stakeholder at the very initial stage of the contract & will help shape this wedding plan. The ambience was selected by directly visiting a few prospective places around Fulham, London, alongside the client himself & has been pre-booked for late August.


2.2. [bookmark: _Toc78124554]Customer Analysis

The client belongs to an elite socio-economic class with monthly family income exceeding £95,000 per annum. As for this wedding, the family has a special sentimental value attached to this event as it is the first of the family. Consequently, the expenditure limit set by the client for this event is £90,000, which is a considerably extravagant budget. However, the client also issued a special instruction to save funds and use cost-effective alternatives wherever possible. The observance of the said will count as the efficacy of our organization as a whole and hence shall be applied to develop long term relations with the client & bag a pre-booking contract for the upcoming Durrani wedding in December 2021.

Having an immediate family of 5 members with 2 brothers and one sister, the Durranis are a busy family with work commitments in different parts of the country. Henceforth, the planning and execution lies solely upon Jim-Dandy Co. officials alongside online coordination (WhatsApp & Skype calls/video calls) with the bride & bride’s father / key stakeholder Mr. Hameez Ali Durrani, as well as occasional participation by the bride's in-laws, especially the groom’s sister Sarah James. The planning will be accompanied with constant supervision by the client's father-in-law starting mid-of-August.

Half of the total budget i.e.; £45,000 will be paid in advance to Jim-Dandy Co. via direct cheque in the name of the company itself. The validity of the cheque will be verified on the same day of receiving. 
[bookmark: _2c7irw3ksvkt]
[bookmark: _fmar5zz0385r]
2.3. [bookmark: _Toc78124555]QUAD Chart

[image: ][bookmark: _Toc77919216][bookmark: _Toc77926621]Figure 2 QUAD Chart for the Wedding Reception Event


3. PROJECT SCOPE


3.1. [bookmark: _Toc78124556]Scope Statement

“To conduct the wedding reception for Mr. Hameez Ali Durrani’s first born; Asifa Durrani, according to the desired mood while keeping environment aspects in check”


3.2. [bookmark: _Toc78124557]Aims / Objectives
[bookmark: _vq6vsrwfpylh]
The aim of the project is to conduct a lavish wedding reception for Mr. Hameez Ali Durrani’s first born; Asifa Durrani. For this purpose, Jim-Dandy Co. will be managing all affairs, internal & external, for the wedding & its conduction at the Hurlingham Club, England. A basic structure & in-depth execution plan will be designed and communicated within the internal organizers to promote smooth flow of events & ensure harmony amongst budgeting, catering, photography, videography, event management & other departments involved in the planning & execution of the event. 

Another key aim within the project is to keep everything in proportion with the client’s pre planned / desired mood. For this purpose, 50% of the decisive affairs will be presented before the bride & Mr. Hameez via WhatsApp or Skype before finalizing. While the remaining 50% will be based upon Jim-Dandy’s research, customer analysis, event profile and the prepared mood boards. 

A secondary scope within the project is to utilize environment friendly alternatives where possible. Although this won’t apply to 100% of the execution but the concept would remain under consideration throughout the planning phase.


4. [bookmark: _Toc78124558]ALLOCATION OF RESOURCES


[image: ]


[bookmark: _Toc77919217][bookmark: _Toc77926622]Figure 3 Allocation of Resources for Durranis’ Wedding Reception 2021


5. [bookmark: _Toc78124559]PLANNING & BUDGETING


5.1. [bookmark: _Toc78124560]Exclusions

Following expenses are not included in our project’s scope:

· Wedding rings
· Wedding dresses 
· Bridesmaids’ dresses
· Groomsmen outfits
· Hair & Makeup
· Shoes
· Jewelry
· Guests’ Airfare
· Honeymoon / Post-wedding plans 
  

5.2. [bookmark: _Toc78124561]Costing & Financial Plan

	ALLOTMENT
	EXPENSE

	Wedding Venue
	£29,870

	Catering (Food & Drinks)
	£5600

	Photography & Video
	£2500

	Entertainment (Music Band, SMDs)
	£35,000

	Marketing
	£3000

	Flowers
	£1000

	Cake
	£500

	Ceremony Fees
	£250

	Gifts
	£200

	Decoration & Props
	£700

	Hotel booking for guests
	£3000

	TOTAL
	£81,620




5.3. [bookmark: _Toc78124562]Project Activity Flow

Following flow of action will be observed during the course of the project (Eventbrite 2021).


[image: ]

[bookmark: _Toc77919218][bookmark: _Toc77926623]Figure 4 Project Activity Flow


5.4. [bookmark: _Toc78124563]Marketing Plan
[bookmark: _5btkzdfaga78]
[bookmark: _xr2puskzttzg]In light of this wedding reception being a general attention grabber, all event activities, from the preparatory stages, behind the scenes & D-day affairs, will be considered for marketing and covered by the production team for marketing purposes.

The marketing plan is divided into 4 comprehensive chapters:

5.4.1. [bookmark: _Toc78124564]Print media

Getting the event featured in print media is of dire importance for the Project “Durrani’s Wedding Reception ‘21” on account of the wedding clients’ analytics & audience research conducted in June 2020. According to this research: “Around 40% of Jim-Dandy’s wedding clientele redirects to us purely via marketing & coverage featured in print mediums” 

For this purpose, a list of magazines / print media has been pre-defined:

· Sunday Times
· PAPERAZZI New
· Times New London
· N-Edit Magazine
· New York Times Weekend Magazine

The costing details for the media are as below:

[image: ]
[bookmark: _Toc77919219][bookmark: _Toc77926624]Figure 5 Price quotes for print media

General Invoices to be issued in the name of affiliated agency at Jim-Dandy & Sale Tax invoices to be collected from the agency alongside NTN numbers and submitted at JD’s accounts department at regional head office on the spot.

5.4.2. [bookmark: _Toc78124565]Electronic media

B2B event marketing will be put in action around one month before the event, in order to attract other businesses to attend, sponsor or exhibit (Residential Program Solution Center 2021).


5.4.3. [bookmark: _Toc78124566]Social Media

Making a presence on social media early-on is important for creating momentum (Ogunnaike, O. O. and Kehinde, O. J., 2013, p. 116) for the event’s promotion, building a community and spreading the mission that is written in our blog posts for this event; which we will link back to in the posts (Olotewo, J., 2016, p. 11).

The social media marketing strategy will be broken down into; pre-event, event launch, day-to-day marketing and “D-day” (the final push before our event goes live!). 

A pre-hype will be conducted on all social media forums of Jim-Dandy. For this purpose, Jim-Dandy’s official Facebook, Instagram, Snapchat, Pinterest, YouTube, Tumblr, Medium, Reddit & Quora pages will be used. A hashtag by the name #EmanWedsDaud will be used as a pre-hype strategy along every social media post & story as well as special instructions will be issued to marketing & outreach partners to use this hashtag as a part of posting protocol for this event at all times. In case of this hashtag getting viral, it will be the main highlight of the event for attracting customers (Laucuka, A 2018, p.61). A PPT file containing ideas on using these mediums as part of our event marketing to share behind the scenes footage, give coupons and increase user-generated content to be shared with the main management within the first 3 days with main management. The short-listed ideas will be put into effect immediately after approval in the same week. 

Marketing and outreach partners will distribute materials, provide forums for the program to deliver its key messages, and generate social norms around the event. Successful marketing and outreach partnerships will be evaluated based on shared interests, trust, and complementary (Residential Program Solution Center 2021).


5.5. [bookmark: _Toc78124567]Operations Plan

5.5.1. [bookmark: _Toc78124568]Venue

Durranis Wedding Reception will take place by the end of August at The Hurlingham Club situated by Ranelagh Gardens, England, SW6 3PR, United Kingdom. The ambience is selected as per the client’s as well as the client’s immediate family’s preferences. It is an elite class event set up in an open lawn setting with views of the River Thames. 

An advance payment of one by three quarters will be made to the Hurlingham Club by Early August to book the spot. The remaining payment will be made by mid of August & the bills will be saved and presented before the accounts dept. for inclusion in the general invoice accounts directory. 


5.5.2. [bookmark: _Toc78124569]Decoration & props

Around 70% of the decoration & props will be carried out by Jim-Dandy’s internal decor team. However, some props will have to be outsourced. For this purpose, two segments of contracts will be signed with Wood & Wood Co. for all kinds of wood molding, bending & frame etcetera. 

All bill slips with Wood & Wood Co. should be inclusive of particulars, quantity, unit, rate & amounts. 


5.5.3. [bookmark: _Toc78124570]Lighting

The Lighting throughout the event will be managed by our creative & electronics partner: “Bespoke Electronics Organization”. All expenses shall fall under our monthly contract with the said organization & no external budget to be issued to Bespoke Electronics Org. for this event.


5.5.4. [bookmark: _Toc78124571]Wedding Caterers

“Tyler Stan Wedding Caterers” are the best option amongst our contract-based caterer body for this specific event. Their work profile from the previous year with Jim-Dandy, as well as their success rate, matches closely with the requirements of this project.

Other than the yearly incentive signed with “Tyler Stan”, no exclusive payments have to be made to the catering body and shall be dealt as an in-house affair.


5.6. [bookmark: _Toc78124572]Management Team


5.6.1. [bookmark: _Toc78124573]Event Management

5.6.1.1. Photography

All wedding photography will be carried out by Jim-Dandy’s in-house photographers. A team of 5 members from the in-house photography headed by our new recruit James Jr. 

A guest study will be conducted where all the guests being invited to the reception will be studied briefly and the prospective influencers / famous personalities shall be extracted. These individuals / teams will then be photographed separately on the D-day for the purpose of post-event marketing as well as for increasing the outreach of JD’s event management. 

5.6.1.2. Videography

An in-house team of 3 videographers will cover the entire event including the backstage & pre-hype activities. Drone cameras shall be implemented for an aerial view of the event.


5.6.2. [bookmark: _Toc78124574]Catering

The catering will be solely dealt in-house by “Tyler Stan Wedding Caterers”. During the course of the event, “Tyler Stan” shall not carry its individual identity but work as an internal team member for Jim-Dandy. All purchases & costing under catering will be issued in the name of Jim-Dandy Co. 

A pre-processing chart is expected from the catering team listing all possible settings and options in appetizers, main course meals & dessert. The event is to span for a total of 6 hours from brunch to early evening. The food / drinks will be served with a break of every 30 minutes with wedding activities and entertainment intervals in between.


5.6.3. [bookmark: _Toc78124575]Lighting & Decor

Final PPTs of the wedding plan & mood boarding to be presented by Jim-Dandy’s internal decor team to the marketing executives within the first week. Approvals to be collected by the Marketing Head in the following week after in-depth analysis of the presented boards & confirming the availability of resources, labor & time before finalizing. 

Drafts, budget charts & costing info for all the outsourcing to be presented before the concerned department heads so that final contracts can be designed (Shim, J et al, 2013, 29).

Two segments of contracts will be signed with Wood & Wood Co. for all kinds of wood molding, bending & frame etcetera. 

All bill slips with Wood & Wood Co. should be inclusive of particulars, quantity, unit, rate & amounts. 

A highly efficient communication channel to be established with our creative & electronics partners for the tenure of the project since the Lighting throughout the event will be managed by “Bespoke Electronics Organization”. 


5.6.4. [bookmark: _Toc78124576]Entertainment

“Justin Brothers” & “The Liam Pretties” have been taken in loop for signing an early contract with JD for Durranis’ reception. On account of signing an early contract, JD Co. receives an early bird discount on the total amount inferred from both the bands.

The latter has been making rounds in the town for playing the best music & the former is a forever classic band; The plan is to provide music of all tastes at the venue and so that no one returns unhappy. JD’s officials foresee the bands to be making the best duo in the wedding capacity.  

In addition to that, “Justin Brothers” will be allotted to the front entrance of the lawn & flute master be appointed at the brunch venue. 


5.7. [bookmark: _Toc78124577]Financial Plan


5.7.1. [bookmark: _Toc78124578]Documentation

All the bill slips, general invoices, sale tax invoices as well as planning and execution documentation & other files including PPTs and costing plans shall have 5 copies each. One copy for the purchase dept., one for the client, one copy to be attached with documentation issued to accounts department & others to be used for the concerned third parties. 


5.7.2. [bookmark: _Toc78124579]Approvals / Go-Aheads

All approvals shall be issued strictly by the head of concerned departments. No approvals other than the department heads are acceptable by the conduct of Jim-Dandy for this event.
[bookmark: _qoo9hsma3ctp]

5.7.3. [bookmark: _Toc78124580]Risk Management

Following is a list of identified risks for this event (Blerter 2021):

· Medical 
· Event and Production Equipment
· Power Failure
· Crowd Management
· Rides/Inflatables/Mechanical Devices
· Minors Attending or Participating
· Transport and Traffic Management
· Staff and Volunteer Safety
· Unpredictable Weather
· Potential Fire Hazards
· Food safety
· Aggressive Behavior 

For risk management, management officials shall review the Activity Risk chart in the Activity Risk Assessment Manual to see a representative sampling of various types of activities and their risk levels. The criteria for low, medium, high or extra high shall be studied to determine the minimum requirements associated with the current plan. Please note that this list is not all inclusive of the various risks that you may encounter. If your activity is not represented on the chart, contact Risk Management to identify requirements for your specific situation & complete the Risk Assessment Questionnaire in the Activity Risk Assessment Manual. 

Recognized third party organizations should submit this form to the Department of event organization for initial review. Risk Management will work with event planners to answer risk management questions and ensure all necessary precautions are taken to minimize risk at this event, including confirmation of adequate measures to minimize/mitigate the risk factors & event insurance coverage or facilitation of appropriate liability (Sharma, H 2020)


6. [bookmark: _Toc78124581]CONCLUSION / PROJECT SUCCESS CRITERIA


In conclusion, the event will be a success if the triple constraint of cost, scope & time is met.

For this purpose, following shall be observed:

I. Milestones will be defined for the course of the project & their completion will be ensured against their due dates. 
II. An evaluation test will be performed after each phase for tracking and evaluating the progress. Not only does this help with tracking, but it boosts morale for the team when they complete a major phase of the project. A happy team is a more productive team, which is a key indicator of project management success (Keup 2021).
III. A communication plan will be put in place at the start of the project. The more effective the communication between project members and stakeholders, the less likely there will be issues that cause delays. 
IV. Status reports will be used to check in on the triple constraint in real-time and track actual progress against planned progress. Keeping lines of communication open is key, but so is using reports to communicate vital project data (Keup 2021).
V. “Slack” & “Asana” will be used as our key project management tools to ensure remarkable harmony amongst all domains of this project, foster collaboration between the team members as well as to set up milestones & track the progress.


7. [bookmark: _Toc78124582]PROJECT DELIVERABLES


Following is a list of deliverables for this project in line with the objectives and scope of this project (Burke, R 2013, p. 190):

[image: ]

[bookmark: _Toc77926625]Figure 6 Project Deliverables
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