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Project:

You are required to document your role in administering a project. The project may be set in a
business, social, sporting, or family environment but must be of a significant size and scale. If
you do not have an actual project to write about you may complete the project hypothetically.
This report will be between three to six pages in length. This is a significant research project.

Your report must address eaeh ONE of the following issues:

1. Identify and describe the purpose, scope, and objectives of the project. Display this
information using an appropriate tool.

2. Describe how the team is given an outline of the project.

3. Describe the strategies that are going to be set up to maintain communication with the
team members.

4. Describe the tools that are going to be used to monitor the goals, time frames or
milestones.

5. Identify project milestones and activities. Display this information using an appropriate
tool.

6. Create a budget and link the costs to the key milestones for a project.

7. Describe how you are going to divide tasks and resources amongst a project team.
Display this information using an appropriate tool.

8. Briefly describe how the progress will be monitored.

9. How are current project records maintained? Who has responsibility for this? provide
some recommendations on how this process could be improved.

10. Describe the current procedure for finalizing projects. Create your own procedure and
identify how you will evaluate the success of the project.

11. Legislation that may affect the project including health and safety, and anti-
discrimination legislation.

Best of luck...
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Organizing a Party

INTRODUCTION:

After one of my friends graduated from the college. As his friends we needed to

celebrate this event, so we decided to organize a party.

In this research | am going to write about how to organize, so we must plan very
well for the party, and ask ourselves, where to do it? When to be? Whom must
we invite? How much is our budget? What food should we order? Should we hire
a party planner or not? How to assure that our party is conducted successfully?
LITERATURE REVIEW

We will deal with this event as a project, The Project Management Institute

(PMI) define the project as a temporary endeavor undertaken to create a unique
product, service, or result. The temporary nature of projects indicates that a
project has a definite beginning and end. (Project Management Institute, Inc.,
2017).
From the above definition any project will have the following features:

e A defined beginning and end.

e Unique goals and outcomes.
Any project is undertaken to fulfill an objective which in our case is to conduct the
party itself. It is important to have well-defined project objectives that all
stakeholders review and agree to. We need to identify the objectives at project
initiation stage throughout the lifecycle of the project.
To assure that our project will succussed, there are many studies have been
conducted to set the criteria of project success, such as; Baker, Murphy, and
Fisher (1988), that project success is a matter of perception and that a project
will be most likely to be perceived to be an “overall success” if: ....... the project
meets the technical performance specifications and/or mission to be performed,
and if there is a high level of satisfaction concerning the project outcome among

key people on the project team, and key users or clientele of the project effort.



Another study by Dong et al. (2004) cover most of the concerns of Chinese

information systems’ project managers, for which they reviewed extensive

literature. The most commonly cited set of critical success factors CSFs are:

a.
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h.

Effective communication

Top management support

User involvement

Project manager and team members
Project definition

Project planning

Project control and change management,

Technology support

3- PROJECT METHODOLOGY

Before work can be completed, three basic steps must take place:

Planning: so early stage, we should collect the requirement, define
scope, determines resources availability...etc. At this stage we will have
approved documents used to guide project execution and project control.
Estimating: here in this process will be determining how long or how
many resources each planned element will take.

Scheduling: here will be listing a project milestone activities and
deliverables, with start and finish dates. From this stage will create the
work breakdown structure (WBS) which will be the foundation of the
project. The WBS is a deliverable oriented hierarchal decomposition of the
work to be executed by the team to accomplish the project objectives (as
defined in the PMBOK® Guide—Third Edition).

There are many ways to build the WBS ‘“Top-down’ ‘bottom-up’ or ‘rolling
wave’, for our project we built the WBS using a Top-down model as shown

in Figure-1:



1.0 Graduation Party

[ |

1.1 Invitation 1.2 Foods & Drinks 1.3 Location 1.4 Decoration 1.5 Souvenir
1.1.1 Guest list 1.2.1 Resturent List 1.3.1 Venues list 1.4.1 Purchase Banners 1.5.1 Buy Souvenirs
1.1.2 Write Invitation 1.2.2 Select Resturent 1.3.2 Select Venue 1.4.2 Purchase ballons 1.5.2 Distrbut Souvenirs
1.1.3 Send Invitation 1.2.3 Food/ Drink List 1.3.3 Lights & Sounds Setting 1.4.3 Decorate the Venue
1.1.4 Get Guest Confirmation 1.2.4 Buy Foods/Drinks

1.2.5 Agree on Delivery Time

Figure-1: Work Breakdown Structurer (WBS)

The decomposing technique used to create the WBS which will generate a
work packages that defined at the lowest level of the WBS for which cost,
and duration can be estimated and managed. These work packages will
be used in our last step which is project tracking.

e Tracking: this step occur only once the work begins, where we will
compare the actual results with plan, estimate and schedule, so will know
if there are any variations.

From the project tracking we will have a visibility which make the team

aware of what they had accomplished.

There are many tools and visualizations used for scheduling and tracking such as
Milestone charts (where we will list major points in time or milestone, such as phases
ending), Gantt charts (which provide an easy-to-understand visualization of the
schedule and progress...etc. we used Gantt chart to record the project progress and to

monitor the project status as shown in Figure-2.
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Figure-2: Gantt Chart for Graduation Party

4- RESULTS AND DISCUSSION

The good planning and the initial stage of the project will guarantee a success for

any project, so by providing a clear WBS will have a great benefit for the projects,
such as:

1) Helps prevent work from slipping through cracks.

2) Provides the project team members an understanding of where their pieces
fit into the overall project management plan and it gives them an indication of
the impact of their work on the project.

3) Facilitates communication and cooperation between and among the project
team and other stakeholders.

4) Provides a basis for estimating staff, cost and time.

In addition, there are many software packages and online tools for scheduling/
Tracking the projects to give a clear visibility for the project team and to know

where the project is going.
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