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[bookmark: _Toc77930121]Section 1: Introduction

This report will look at managing projects, risk management and the life cycle of the project. With the use of project management tools, techniques and a series of tasks are needed to complete a successful event with a specific outcome. What is a project, a project can be defined as a set of input and outputs, which is required to achieve a particular goal as well as looking at the risk that could occur and managing them successfully, (Khalil 2002). Projects can range from complex to simple and can be managed by one, two, three people or fifty, (Morris and Morris 1994). This report will show the processes and activities required to organise and facilitate, Project A project management plan for a wedding. The activities will also include project scope, life cycle, stakeholders analysis, communication strategy, project network diagram, work breakdown structure and risk analysis. These tools are used in everyday project management, (Davies and McKenzie 2010).
[bookmark: _Toc77930122]Section 2: Our Mission       Memorable Moments,               Wedding Service.
Established in 2017 Memorable Moments have been offering their wedding services for several years. As a business they have gone from strength to strength. With 5star ratings and collaborations with and connections to the best in their fields, relating to wedding ceremonies such as video/photography, transportation, caterers and florists. Together with relieving the stresses of organising a wedding for couples and their families so they can enjoy the best day of the rest of their lives entirely. As a Wedding Planner/Project Manager, Memorable Moments providing a professional service for over eleven years. With a small, dedicated team our mission is to help couples to eliminate to stress of planning, achieving and fulfilling their dream wedding as well as make a profit. This allows the couple to focus on other things. Such as picking the perfect dress and shopping for rings. This project will use a series of pre-activities that when completed will achieve goals beyond what is necessarily called for. To organise a successful wedding and make sure everyone enjoys the day and goes home happy. With a life cycle of one year, the project purpose is to plan a wedding where quality and elegance is achieved while ensuring that all constraints and risks are kept in check. Start date of project 1st/August/2021 end date 2nd/August/2022. 
[bookmark: _Toc77930123]Section 3: Project Scope and Life Cycle

Project scope refers to the work that must be done to provide a successful service or product, (Ward 2011). Project life cycle is a framework consisting of stages required to transform a concept or idea into reality in an organised and efficient manner, (Patanakul, Iewwongcharoen and Milosevic 2010) and (Santos, Reis, and Fleury, 2020), this is key to executing an event successfully. 
According to (Safapour, Kermanshachi and Jafari 2020) and (Van Heerden, Kriel and van der Walt 2020), the project scope gives an outline of the project’s objective. This includes the four what is in every project. What is the scope this is all the activities needing to corollate to complete the project successfully.  What quality must the deliverables have. What are the limitations, financially and what is the lifecycle of the scope. Using the project management triangle helps achieve project success, based on cost, time and quality management also stake holders, budget, risk involved and what the event will achieve, (Anantatmula 2020) and (Susilowati, Kurniawan, Prasetiya, Beatrix, Dewa and Ahsan 2021).  The project management triangle is a visual tool which helps stakeholders and project management team understand the outcomes of their requirements.
The life cycle of the project will be 13 months starting 01st/August/2021 end date 02nd/August/2022. The budget limit is £21.129 this also covers the project management team fees. The clients preference is a traditional English wedding with a menu of Caribbean foods. The couple are expecting 100/110 guests in attendance. The wedding project sponsors are the bride and groom, this makes them the primary stake holders financially speaking. According to (Battisti, Poeta, Romiti and Picciolo 2020), there are variables to consider when planning an event, which means collaborating, investigating, comparing and scheduling third party vendors. Vendors such as caterers must supply own waiting staff. The project managers team will stay with the clients till the end of their reception, feedback then is required. There are two project team members and if needed will hire additional staff. 
Once the project is authorised and Memorable Moments fees have been calculated a wedding scope would be developed. This will give an overview of all activities needed to bring the desired outcome. These project goals are to fulfil the stakeholders wishes considering the scope. The project management triangle and its constraints, Time, Cost and Quality, which is to be completed on time and executed within specified budget and project must meet the prescribed quality performance requirements, (Atkinson 1999) and (Lamers 2002). The project management triangle looks at the constraints and the team’s ability to cope with them.
The table below shows the deliverable of the scope Memorable Moments project team need to fulfil with a budget of £21.129 provided by the stakeholders. Also the Stakeholders, deliverables these are the activities the stakeholders have asked to take care of themselves. The constraints which could jeopardise the wedding project.
Table1.  Scope all activities concerning the planning of a wedding. 
	Memorable Moments Deliverables
	Out Scope            Couples/ 
Stakeholders deliverables
	Risks that could occur 
 Constraints

	1.
	Wedding criteria / budget                        
	1.
	Wedding criteria / budget
	1.
	Out of budget 

	2.
	Payment of budget/fees to vendors
	2.
	Wedding Rings
	2.
	Time management

	3.
	Search for venues
	3.
	Wedding attire
	3.
	Lack of professional human resources

	4.
	Wedding theme and colours
	4.
	Cake 
	4.
	Weather

	5.
	Flowers and Bouquets                                              
	5.
	Honeymoon
	5.
	Technology problems

	6.
	Search for caterers
	6.
	Accommodation
	6.
	Sickness or accident at venue

	7.
	DJ/ Band
	7.
	Hair and makeup
	7.
	Transportation breakdown

	8.
	Transportation
	8.
	Total Budget
	
	

	9.
	Video/ Photography
	9.
	Marriage license
	
	

	10. 
	Guest List Data
	10.
	Communications
	
	

	11.
	Security
	
	
	
	

	12.
	Find wedding venue and book
	
	
	
	

	13.
	Book wedding venue/ reception
	
	
	
	

	14.
	Find and book caterers
	
	
	
	

	15.
	Reception seating plan
	
	
	
	

	16.
	Stay within the twelve month life cycle of the project.
	
	
	
	

	17. 
	Communications, phone, email and video chat.
	
	
	
	



[bookmark: _Toc77930124]Section 4: Stakeholders Analysis

A stakeholder is an individual or a group who has a vested interest in a business, which is financial. Within a company the stakeholders are its customers, suppliers, investors and employees. Stakeholder analysis determines whose interests should be considered when implementing any activities relating to event. Key stakeholders analysis is a process which identifies who the stakeholders are, in this case it is the bride and groom then assess their level of influence and interests of the project.
Table 2. Stakeholders analysis
	[bookmark: _Hlk77879881]
	Stakeholder
	Description
	Influence

	1.
	Bride & Groom
(Drivers)
	Have a say in defining the results the project should achieve.
	High, they are the major stakeholders and the central point of the project. All aspect of the service would focus on the bride and groom. They are the biggest influencers and the biggest contributor of the revenue.

	2.
	Project Management team
(Supporters)
	Two team members, initiates project and authorise resources.
	High, Approval of project completion and closure, procurement of monetary funds, communicate with stakeholder concerning any issues, contact and negotiate with vendors. Identify risks, report progress and coordinate all aspects of the project.

	3.
	Wedding Vendors
(Supporters)
	These people are the doers they help with the projects completion. These are music/DJ, caterers, florists, venue and transport.
	High, all selected vendors are vital to the success of the event because they provide necessary equipment. The event could not run as expected without them.

	4.
	Wedding Guests
(Observers)
	The guests are interested in the results of the activities, but do not have a say in the project.
	Medium, through their opinions of the food, deco, venue and so on could affect the reputation of Memorable Moments business.

	5.
	Parents of the Bride and Groom.
	The bride and Groom Parents have not input in resources or project. only invested in children’s happiness.
	Medium, through their opinions.



The projects’ objective will be to plan a wedding that will exceed expectations of all involved. The satisfaction of all guests will be a critical factor in this project and the level of success once the wedding day has taken place. Moreover when all deliverables are fulfilled inside the life cycle of the project and within the proposed budget. The project manager is responsible for decreasing pressure from the bride and groom. The project has been initiated to ease the weight on the clients so they can make the most of their day without worry over various parts of the occasion. The project managers responsibility is to plan, execute, control, monitor and close a project with little or no risk. Constrains or Risk these are things that could hinder the successfulness of the event.
Key Constraints
· The project must be completed by 1st/August/2022.
· Not to exceed budget of £21.129.
· Guest list must not exceed 110 humans.
· Number of additional staffs
[bookmark: _Toc77930125]Section 5: Work Breakdown Structure

After scope is defined and the project management team know who the main influences are it is important to use a Work Breakdown Structure (WBS), which identifies key activities of an event, (Han 2021) proposed a large workload can be reduced by streamlining the schedule and solve problems if they arise if the WBS is used. The WBS, chart is a scheduling tool according to Santos, Costa and Ferreira (2021) a timeline with specific activities grouping of the work involved that defines the total scope of a project. The WBS must be consistent in the way work will be performed. The chart helps stakeholders and project team members understand the outcomes and demands of a project or event. Through scheduling a timeline for the activity’s execution, delivery of the project will be on time, in budget and to scope. 
Table 3. Work Breakdown Structure
	Activity

	Sub-activity
	Sub sub-activity
	Duration

	A. Wedding
	A.1 Receive payment.
A.2 Decide on date.
	

A.2.1 Allocation of resources.
A.2.2 Checks paid to all vendors on completion of owns activity.
	
1 week
1 week

2weeks

	B.  Ceremony
	B.1 Search / negotiate venue.
B.2 Establish wedding theme and colours.
B.3 Search and negotiate possible venders DJ, Catering service with own waiting staff, Video/Photography,
Florists and security. 
	B.1.1 Book venue for date and time required.
B.1.2 Confirm booking
B.2.1 Allocate resources as needed.

B.3.1 Book all venders, catering service with own waiting staff. Catering service has a menu and taster day.
B.3.2 Finalise menu.
B.3.3 Confirm bookings.
	
6 weeks
1 week
4 weeks


4 weeks

6 weeks
1 week
1 week

	A. Guests
	C.1 Collect RSPV’s for seating data.
	C.1.1 Structure a seating plan for guests.
	
4 weeks

	D.  Communications
	D.1 stakeholders informed daily or weekly and monthly though out the life cycle of the project.
	D.1.1 There are many ways we keep our clients up to date with the projects progress including, email, video calls, phone also face to face.
	



21 weeks

	
	
	
	Total weeks 46



[bookmark: _Toc77930126]Section 6: Costs

When performing a service for stakeholders, transparency within all activities is very important. When formulating a cost management plan maintaining an open channel with the stakeholders, (Ballejos, Gonnet and Montagna 2008). Keep them in the loop throughout the duration of the project. This is pivotal to the success of the project. Cost management is used to manage the budget of a project, using cost management a project manager set in place controls to reduce the chance of the project going over budget. 
The venue shall be paid for after reservation for its use. All other vendors will receive payment for services on the wedding day. Below is a table which shows costs of all 11 activities within the project.
Table 4. Costs
	Cost Management Plan 
Budget Requirement     

	Total Budget: £35.000

	Task                                                                 Resource                            Total cost
	Wedding budget
	£21.129
	

	Project management fee
1.Project manager
2.Project manager assistant
	
£3,750
£2,625
	

£6,375

	3.Stately Home, Venue
	£4,354
	£4,354

	4.Wedding car
	£ 370
	£0 370

	5.Transport, Coach hire
	£ 700
	£0 700

	6.Flowers
	£ 350
	£0 350

	7.DJ/ Music
	£1,000
	£1,000

	8.Catering service + waiting staff
	
£4,000
	
£4,000

	9.Photography + video, includes wedding album and prints.
	

£1,480
	

£1,480

	10.Wedding theme
	£ 700
	£0,700

	11.Security
	£ 150 hour x 12 hours
	£1,800


                                                                                                                      £21,129


[bookmark: _Toc77930127]Section 7: Gantt Chart

Following the allocation of the financial resources a Project Schedule or Gantt chart will be devised. A gantt chart is another project management tool, which assists schedule and planning of a project. A gantt chart helps to simplify a complex project by converting tasks and timelines into a bar with horizontal axis showing the start date, deration and end date, Kumar (2005) and Wael, Elyamany and Elhakeem (2020).
Figure 1. Gantt Chart

[image: ][image: ]

[bookmark: _Toc77930128]Section 8: Project Network

The wedding network diagram or flow chart, (below), is next in the process and is used to show the process for the activities need to create in order to get the desired end result of the project. All expenses of the wedding are paid by the couple. The network diagram shows the linkage of scheduled activities and the interdependency between the activities, (Lock 2020), resulting in an accurate and feasible schedule.
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Globerson and Zwikael (2002), Risk Matrix is a visual tool used to minimise the potential of risk to optimise project performance. Risk management is part of the planning process of any project the table below shows to potential risks which could occur. The likelihood of the risk happening are Minor, Moderate or Major and the risk can have devastating impact to a project. (Singh, Narayanan and Oberoi 2020), using risk relief should be used to reduce the seriousness of any risk then documenting risks for the project plan. According to (Lock 2020), risk is anything that could happen to impact the projects performance, budget or life cycle.
Table 5. Risk Matrix
	Risk
	Likelihood
	Impact
	Risk Mitigation

	Vendors do not show up
	Moderate
	The impact could be high. This could have a major effect on the event.
	Project Management Team, make follow up calls with vendors. Plan B, have a second best and ready to go vendors.

	Weather.
	Mild
	Low impact as all the event is to take place inside.
	N/A

	Incident at Venue.
	Moderate
	Depends on the nature of incident
	With security planned the likelihood is minimal. Obtain emergency numbers list.

	Overspend on budget
	Major
	Could have a major effect on the outcome and completion of the event.
	Stakeholders must be informed of all expenditure relating to their event as budget is set.

	Technology
	Moderate
	Event would not go ahead.
	Venue has backup generators.

	Close Out 
Guest leaving venue
	Moderate
	Could occur if guests are drunk.
	Use security to minimise risk.


                                                                           

[bookmark: _Toc77930130]Section 10: Project Close Out

Project exit and success indicators, these can come in the form of feedback from satisfied sponsors, venue, vendors, parents and guests that attend both or either ceremony or reception party. When closing a project start with the project scope document to make sure all requirements have been met. Deliverables have been signed off by project manager, project managers assistant and stakeholders as project goes along getting their approval. All documents must be signed by appropriate person/s such as vendors and other contractors which are paid by check on the wedding day. Release project.
[bookmark: _Toc77930131]Section 11: Success indicators

All deliverable have been met and signed off.
Event took place with no issues.
Feedback from stakeholders/client bride and groom are required at the end of the event to give feedback on the success of their day.
The project manager and assistant identify lessons learnt throughout the duration of the project. 
Vendors feedback, parents and guests feedback.
Another success indicator would be determined by how many people stayed till the end of the event.
Cosby Cost of Quality
 
[bookmark: _Toc77930132]Section 12: Conclusion

For any project to be successful and activities turn out as expected it is important to plan, communicate manage and control the ensure nothing unexpected happens. Using the project management tools and techniques has been useful in the tracking and the smoothness of the operations. The wedding project was a success. 
[bookmark: _Toc77930133]Section 13: Lessons learnt

Never be afraid of what might go wrong.
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