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Project Objective Statement:

· To organize a wedding event within two months of time frame starting from 10/1/2014 to 12/1/2014, with budget not exceeding $90,000. Wedding date is on 12/01/2014.
Deliverables:

·  Guests

·  Catering
·  Wedding Venue 
·  Accommodation

·  Transportation

·  Wedding Rings

·  Cakes

·  Music (Live)
·  Flowers

·  Gifts

·  Staff

·  Wedding Dresses

·  Camera & Video Crew.
·  Hair dressing and Beauty Care
·  Security
Milestones:

	Description
	Completed by

	Completed Guest List
	10/17/2014

	Reserved Venue
	10/28/2014

	Sent Invitations
	10/29/2014

	Booked Caterer
	10/30/2014

	Reserved Rooms
	11/06/2014

	Rented Shuttles & Buses
	11/19/2014

	Finalized Wedding Attires
	10/21/2014

	Ordered Wedding Rings
	10/27/2014

	Ordered Cake
	11/05/2014

	Booked Photo & Videographer
	10/29/2014

	Booked The Music Band & DJ
	10/28/2014

	Hired Staff
	11/19/2014


Technical Requirements:

· Multiple power outlets of 110 volt for live music, lighting, camera and video crew.
· Adequate space and in built speakers in the venue for live sound

· Sound mixing system such as mixer, microphone, amplifier etc. according to musicians’ requirements. 

· Internet and high quality live streaming facilities for relatives who cannot attend. 
· Back-up generators in case of power failure
· Handicap related facilities such as chairs, sloped stairs and parking.

· Floor space to accommodate tables & chairs to serve food to 500 guests each round.  
· Parking space for 300 cars and three buses.
· The venue must be accessible for technical equipment load-in and also for emergency vehicles (e.g. fire, police and ambulance).
· No smoking signs must be placed accordingly to catch guest’s attention.

Limits and Exclusions:

I. The management is not liable for unexpected damages caused by guests.

II. The management is not responsible for damage caused by extreme weather conditions or unexpected occurrences such as fire.
III. We provide only ground transportation for guests anywhere within 100 miles radius from the venue.
IV. The chosen venue is an open-air venue and close to residential area. As a result, live sound must not exceed 120 watts to avoid residence disturbance.

V. According to the city of Plano where the venue is located, it will not allow live sound after 11 pm in the neighborhood. So live music must be concluded before 11 pm.

VI. Venue is only available from 5pm to 11pm. All activities must be completed within this timeframe.

Work Breakdown Structure:
1. ANALYSIS:

   1.1 Analysis of the project proposal

   1.2 Create project specification

   1.3 Layout an entire project plan

2. Family Meeting

   2.1 Decide the Initial Budget ,size and Style of the Wedding

   2.2 Set the date for wedding

   2.3 Making guest List

3. The Venue

   3.1 Find a venue for wedding

   3.2 Reserve the location

4. Invitations

   4.1 Choose invitation cards' theme and design

   4.2 Order invitation cards

   4.3 Send invitations to all guests

5. Food catering

   5.1 Find a restaurant and make a menu plan

   5.2 Pay the caterer and reserve it

6. Accommodation

   6.1 Find a hotel near the venue 

   6.2 Pay and reserve the rooms

7. Transportation

   7.1 Find shuttles and buses for transportation of guests

   7.2 Pay and rent the shuttles and busses

8. Attire

   8.1 Select the wedding attire for the bride and groom

   8.2 Order and confirm wedding attire

9. Wedding rings

   9.1 Select the wedding rings

   9.2 Order and confirm the rings

10. Cakes

   10.1 Find a cake store and select the flavor

   10.2 Pay and order the cake

11. The photographer and videographer

   11.1 Find the photographer/videographer

   11.2 Pay and reserve them

12. The Music

   12.1 Find a band and make a music wish list

   12.2 Pay the band and reserve it

13. The Decoration

   13.1 Select a theme

   13.2 Buy flowers and accessories for decoration

14. The gifts

   14.1 Select and decide give-away gifts for guests

15. Two weeks before

   15.1 Hiring

      15.1.1Hire waiters, security personnel, dance group

      15.1.2 Arranging volunteers
16. One week before

   16.1 Rehearsal

      16.1.1 Taste the sample food and cake

      16.1.2 Rehearsing dresses and make up

      16.1.3.Rehearsing couple walk

      16.1.4 Rehearsing Live music, Lighting, Dance

17. The wedding day
Preliminary Communications Plan:

	Information
	Target
	How Often
	Method
	Provider

	Milestone Reports
	Administrative Manager
	After Completion
	Hard copy
	Administrative Staff

	Project Status Reports & Agendas
	Staff and customers
	Daily
	Email and Hard copy
	Administrative Staff

	Team Status Report
	PM
	Daily
	Email
	Administrative Staff 

	Issue Reports
	Customer and PM
	After every stage completion
	Email
	Administrative Staff


Preliminary Risk Management Plan:

	Risks Identifications
	Risk Response Strategy
	Risk value
	Contingency plan

	Jewelry Risk (Stolen)
	Mitigate the likelihood by keeping them in a safe locker and always in assistance of additional family staff

	Project budget impacted by $8000-$10000
	Have additional jewelry in a safe place outside of venue. Example; At home locker.

	Rain
	Avoid by choosing a venue with Shelter rooms 
	Project budget impacted by $5000
	N/A

	Power failure
	Mitigate the impact by having a backup generator
	Project budget impacted by less than $5000
	N/A

	Photography damage
	Transfer the impact by having insurance on all electronics used in the event
	Project budget impacted by less than $10000
	N/A

	Fire Accident/Damage
	Mitigate the impact by having fire extinguishers & trained security 
	Project budget impacted by approximately $10000-$15000
	Explain guests what to do in a case of fire and where to take shelter


Resource Availability:
	Resource
	Abbrev
	Available
	Hourly Rate

	Project Managers
	PM
	3
	$60/hr

	Administrative Staff
	ADMN
	8
	$30/hr

	Designers
	DESIGN
	6
	$40/hr

	Food & Lodging
	F&D
	4
	$30/hr

	Technical Department
	TECH
	4
	$40/hr

	Human Resource Department
	HR
	3
	$25/hr


Resource Assignment:
	Task Name
	Resources

	ANALYSIS:
	

	   Analysis of the project proposal
	PM [3]

	   Create project specification
	PM [3]

	   Layout an entire project plan
	PM [3]

	Family Meeting
	

	   Decide the Initial Budget ,size and Style of the Wedding
	PM [2]

	   Set the date for wedding
	PM 

	   Making guest List
	PM [2]

	The Venue
	

	   Find a venue for wedding
	ADMN [2]

	   Reserve the location
	ADMN [2]

	Invitations
	

	   Choose invitation cards' theme and design
	DESIGN [2]

	   Order invitation cards
	ADMN, DESIGN

	   Send invitations to all guests
	ADMN [3]

	Food catering
	

	   Find a restaurant and make a menu plan
	F&D [2]

	   Pay the caterer and reserve it
	F&D [2]

	Accommodation
	

	   Find a hotel near the venue 
	F&D [2]

	   Pay and reserve the rooms
	F&D [2]

	Transportation
	

	   Find shuttles and buses for transportation of guests
	ADMN [2]

	   Pay and rent the shuttles and busses
	ADMN [2]

	Attire
	

	   Select the wedding attire for the bride and groom
	DESIGN [3]

	   Order and confirm wedding attire
	DESIGN [2]

	Wedding rings
	

	   Select the wedding rings
	DESIGN [2]

	   Order and confirm the rings
	DESIGN 

	Cakes
	

	   Find a cake store and select the flavor
	F&D [2]

	   Pay and order the cake
	F&D

	The photographer and videographer
	

	   Find the photographer/videographer
	TECH [2]

	   Pay and reserve them
	TECH [2]

	The Music
	

	   Find a band and make a music wish list
	TECH [2]

	   pay the band and reserve it
	TECH [2]

	The Decoration
	

	   Select a theme
	DESIGN [2]

	   Buy flowers and accessories for decoration
	DESIGN [2]

	The gifts
	

	   Select and decide give-away gifts for guests
	ADMN, DESIGN

	Two weeks before
	

	   Hiring
	

	      Hire waiters, security personnel, dance group
	HR [2]

	      Arranging volunteers
	HR

	One week before
	

	   Rehearsal
	

	      Taste the sample food and cake
	F&D

	      Rehearsing dresses and make up
	DESIGN [2]

	      Rehearsing couple walk
	DESIGN

	      Rehearsing Live music, Lighting, Dance
	TECH [2]

	The wedding day
	ADMN [5], DESIGN [3], F&D [2], HR [2], PM [2], TECH [2]


Status Report:
	Activity
	Actual Start
	Actual Finish
	Actual Duration
	Remaining Duration

	1. Analysis of the project proposal
	10/1/2014
	10/2/2014
	2
	

	2. Create project specification
	10/3/2014
	10/6/2014
	2
	

	3. Layout an entire project plan
	10/7/2014
	10/8/2014
	2
	

	4. Decide the initial budget, size and style of the wedding
	10/9/2014
	10/14/2014
	4
	

	5. Set the date for wedding
	10/15/2014
	10/15/2014
	1
	

	6. Making guest list
	10/16/2014
	10/17/2014
	2
	

	7. Find a venue for wedding
	10/20/2014
	10/27/2014
	6
	

	8. Reserve the location
	10/28/2014
	10/28/2014
	1
	

	9. Choose invitation card’s theme & design
	10/20/2014
	10/22/2014
	3
	

	10. Order invitations cards
	10/23/2014
	10/28/2014
	4
	

	11. Send invitation to all guest
	10/29/2014
	10/29/2014
	1
	

	12. Find a restaurant and make a menu plan


	10/28/2014
	10/29/2014
	2
	

	13. Pay the caterer and reserve
	10/30/2014
	10/30/2014
	1
	

	14. Find a hotel near venue
	10/28/2014
	10/31/2014
	4
	

	15. Pay & reserve the rooms
	11/05/2014
	11/06/2014
	2
	

	16. Find shuttles and buses for transportation of guest
	11/06/2014
	
	5
	3

	17. Find a band & make a music wish list 
	10/20/2014
	10/27/2014
	6
	

	18. Pay the band and reserve
	10/28/2014
	10/28/2014
	1
	


Status Report Description:

The project activities are in process and as of now out of 55 activities, 18 are completed and some are in progress. As of 11/14/2014, 39% of the activities are completed and only 50.69% of the budget has been consumed. 
Activities assigned to the each department are going well with 100% completion within the assigned time. However, activities assigned to Food and Lodging Department such as transportation activities have been delayed. 
The project is doing well in completing all its priorities. Our estimated date of project completion is 12/01/2014 on the wedding day. Estimated preparation completion date is 11/20/2014.
Based on current position, we recommend the following:
· With 17 days remaining to project end date, we are facing a time constrain specially in the F&D department with transportation activities as previously mentioned. As a result, more resources can be allocated to some activities in this department as the company has abundant resources. 

Options and trade-offs for responding to delays, problems, and cost overrun:

Responding to delays:  Project managers have allocated an extra day as a grace period to few activities that usually get delayed. Project managers made this decision based on out previous experiences. Additional specific resources will be ordered to follow up immediately to mitigate the delay. 
Responding to specific problems:  Project managers have not assigned our full resource capacity in every department from the very beginning. This decision was made to respond to any problem such as an employee sick call or any accident where an extra resource can help. In this case or similar problems, the company can assign remaining abundant resources.
Responding to cost overrun:  Project managers allocated a $15000 emergency cost aid fund from the very beginning. The fund will only be used to response to activities causing cost overrun.  

Appropriate responses given the nature & purpose of the project:
In any project, we need to choose appropriate responses to avoid time or resource constrain. Following are the two appropriate responses given the nature of this project:

· First, this is a project that is absolutely time constrained. The Wedding has to happen on December 1st, 2014. Thus as an appropriate response to this nature of the project, project managers laid out a project preparation completion date on 11/29/2014 and strongly aim to finish the preparation on this date. This date is also allowing a 1 day grace period before December 1st, 2014.

· Next, in a wedding project, it is vital to ensure the wedding location and catering ahead of time. Popular wedding venues and catering get booked quickly and if we do not confirm these two priorities ahead of time, no extra resource will be able to add any padding to the project. 
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