Running head: CAFE MILLENIUM PROJECT MANAGEMENT PLAN                                           1

CAFE MILLENIUM PROJECT MANAGEMENT PLAN 	17






	

Project Management Plan

[bookmark: _GoBack]Cafe Millenium


Projecting Prosperity

March 13, 2020
PMAN 634, Section 9080, Spring 2020







Document Change History

	Date 
	Change details
	Reason for change (if applicable)
	Responsible for change

	March 13
	Initial project management plan draft
	Document Initiation
	M. Brewington

	March 16
	Initial review of all document’s sections
	Initial group meeting to capture outline and preliminary information. Assign due outs for each section
	All Members

	March 16
	Added to Project deliverables
	Required 50 high level deliverables
	All Members

	March 18
	Project organization and project communications
	Missing content in section completed
	E. Boyer

	March 18
	Project 
Budget
	Summary added
	M. Brewington

	March 19
	Gantt Chart
	Posted initial draft
	M. Brewington

	March 22
	Responsibility Assignment Matrix
	Posted information for responsibility chart and matrix
	G. Boyd

	March 23
	Multiple sections updated and revised transitions
	Group meeting to revisit all sections. Assign updated due outs
	All members

	March 23
	Project Name
	Added input to introduction
	M. Brewington

	March 23
	Project Scope
	Added input to project scope
	M. Brewington

	March 23
	Project assumptions, Constraints, Risk & Concern
	Assigned section completed
	M. Brewington

	March 24
	Risk Assessment Matrix
Milestones, and Deliverables
	Required formatting and structure to the correct order
	C.Barnett

	March 25
	Risk response
	Missing content in section completed
	E. Boyer

	March 26
	Project Close-out
	Missing content in section completed
	M. Brewington

	 March 27
	Collaborative review and document draft finalized
	Prepared document for review by class members.
	All members

	April 1
	Project Deliverables
	Further explanation of content in section
	E. Boyer

	April 1
	Project Close-out Checklist
	Inserted table into Appendix C
	E. Boyer

	April 15
	Risk Register
	Inserted draft of the table into Appendix B
	E. Boyer

	April 21
	Risk Assessment Matrix / Risk Register
	Added to the Risk Assessment Matrix / Filled in the Risk Register table (Appendix B)
	C. Barnett

	April 23
	Project Evaluation
	Expanded upon what will designate a successful project (variables measured).
	C.Barnett

	
	
	Risk Identification
	G. Boyd

	April 23
	Collaborative Review
	Prepared document for another round of peer review by class members.
	All Members

	
	
	
	





Table of Contents
Project Name	4
Project Overview and Purpose	4
Project Scope Statement	4
Project Communications	6
Project Schedule	7
Project Budget	7
Project Risk Management	8
Project Evaluation	9
Project Close-out	9
References	10
Appendix A – Project Charter	11
Appendix B – Risk Register	12
Appendix C – Project Close-out Checklist	13
[bookmark: _30j0zll]
[bookmark: _1fob9te]

Cafe Millenium
		Projecting Prosperity is a consulting firm that focuses on all aspects of Project Management from the planning and execution phases through project closing. The firm seeks to provide leadership to clients who have project goals aligning with the company's mission statement and those focused on giving back to the local community. The Projecting Prosperity team is well versed in leading both small and large scale efforts, and has built an extensive portfolio of success which is widely recognized by the community and its leaders. The firm reviewed new clients to take on in the new year and chose to support a local entrepreneur in opening a cafe, which will be named Cafe Millenium.
[bookmark: _cjk73z7k039n]Project Overview and Purpose
		Cafe Millenium is a concept that was brought to the firm by a local entrepreneur, whose goal was to launch a modern café in a business park where customers could meet for food and networking purposes. 	To ensure the goal was practical and achievable the entrepreneur enlisted the expertise of Projecting Prosperity to facilitate preliminary research, initiation, and successful execution of all project phases through completion. Furthermore, the firm will provide a guarantee that all necessary resources are acquired and all requirements are met. Below is an explanation on the new cafe project development and opening.
[bookmark: _2et92p0]		Cafe Millennium won the bid to launch their small business. In the weeks to come, Projecting Prosperity will execute this project charter and launch the cafe. The establishment is likely to disrupt the business in the region in a positive manner as it caters to the growing number of young professionals in the immediate area. It’s goal is to evolve from offering typical cafe services and create a new standard for free gigabit speed internet access, collaborative working areas, and cafe hosted networking events for young professionals. The business will be inclusive of all working professionals, no matter the age, who are interested in seeking nutritional meals in a serene environment with robust collaborative working spaces for meetings and work events. The project management firm, Projecting Prosperity is vested in the success of Cafe Millennium to ensure financial payment for services and continue positive ratings for its professional portfolio.
[bookmark: _9wq8cnc4xekl]		Projecting Prosperity is promoting the Cafe Millennium launch to capitalize on high return of investment and to help fulfill a community need that is lacking. Currently, the business park has no modern cafe or meeting space within a reasonable driving or walking distance; an establishment can easily be integrated. Today’s restaurant chains are connecting more with their customers in a way that gives insight into the restaurant. Social media marketing and community engagement have been shown to yield greater competitive advantages (Kim, Yoo, & Yang, 2020). Food enthusiasts are not just interested in what is on the menu, they want a sense of connection with a business and one that supports their lifestyle. The cafe will foster in-person connections and promote community engagement. Moreover, the establishment will lead to the creation of well-suited job opportunities for students and locals, aiming to engage employees in all aspects of the business. The cafe plans to collaborate with colleges in the area to offer internships for students interested in business and marketing and host regular job fairs. Cafe Millennium will be an integral part of the community and closely aligns with the mission of Projecting Prosperity to support the project management for community driven efforts.

Project Scope Statement
	This project consists of launching a new café to provide extra services to its clients; aside from food and beverages, the café will provide working space for its clients. Furthermore, the café aims to provide coffee and food service to a newly established business park, while creating a sense of community amongst its patrons. A space for young business professionals to gather and network will be created. Projecting Prosperity aims to complete the project within a year. Over the first ninety days the project funding must be secured through a small business loan and a budget finalized. Next, the business can enter the phase of locating and leasing a space, complete all related build out and business purchasing, and hire staff. All of this culminates in the marketing and grand opening of the Cafe.
             	The firm must abide by non-negotiable boundaries set by the customer.  The first requirement is that the cafe's location should be confined to the business park, placing it less than one miles walking distance from all the major business companies leasing a space in the park. The next required limit is to keep the project under the $75,000 budget. This is the maximum guaranteed funding that exists when combining projected loan amounts and personal investment from the customer. Last, there are also constraints on the order in which phases may occur. Many of the phases are dependent on the prior phase being complete and could be considered a waterfall model. The project will be conducted in six phases:
1. 	Initial project tasks
2. Secure loans and vendor contracts
3. Physical building (interior and exterior spaces)
4. 	Secure permits and licensing
5. 	Marketing and sales
6. Grand opening
Project Objectives
	 Project success is multi-faceted and can be measured within the triple constraints of time, quality and budget. An initial measurement of success will be the ability to secure the necessary funding required to kickoff the project. Insufficient  funding will guarantee a failure to deliver project objectives as specified by the customer. Moreover, the customer and project stakeholder satisfaction during and at the end of the job will also be used as a measure of success. Success criteria are by their nature highly dependent on the circumstances for the individual project; it is advisable to base all success criteria on the results of the stakeholder analysis and to ensure that each of the criteria is measurable (O'Brochta, 2002). The Projecting Prosperity firm has identified measurable objectives specific to the project. Success will be achieved through the accomplishment of each predetermined objective as defined by the stakeholder.
[bookmark: _3rdcrjn]Objectives
1. 	Adequate funding is received within 3 months prior to initiation
2. 	Qualified PMs are assigned within 30 days prior to project initiation
3. 	Prepare and present a sales and marketing plan to Projecting Prosperity Management team and implement one week after the completion of the recruitment exercises
4. 	Ensure all project officers are in operation within the first year
5.     Secure funding in 60 days
6.     Hire employees within 30 days of Grand Opening
7.     Present sales and marketing plan, action plan or marketing strategies
8.     Target opening in one year
9.      Establish a reward program to ensure repeat customers; surprise customers with a freebie from the menu after several visits
10.   Offer a variety of healthy food items on the menu to appeal to various diets including, vegetarian, vegan, organic, plant-based, non-GMO
11.   Limit food waste to no more than five percent of total sales
12. Establish a reward program to ensure repeat customers; surprise customers with a freebie from the menu after several visits
13. Offer a variety of healthy food items on the menu to appeal to various diets including, vegetarian, vegan, organic, plant-based, and non-GMO




Project Deliverables

	Project Deliverables

	Team Charter: Establishes foundation and guidelines for the Project Management Team at Projecting Prosperity

	Business Case: Justification for the proposed projects undertaking

	Project Charter: Statement of the project scope, objectives, and participants involved

	Project Management Plan: Final approved document to define how the project will be executed, monitored, and controlled.

	Project Proposal: To be used in the acquisition of funds from banks and investors

	Building Proposal: To be used in the acquisition of an appropriate establishment for the project

	Vendor contract acquisition: Secure contracts to be used in vendor services for food, beverages, and general supplies

	Design Drawings: An illustration and layout of how the cafe space will be used 

	Review Design Drawings: Final designs approved

	Budget: Finalize a budget to outline use of available funds

	Consulting Fee: Find a consultant and determine appropriate fees

	Food Service License: Obtain a permit to be able to safely handle and serve food to patrons

	Liquor License: Obtain a license to legally distribute alcohol to patrons

	Hire Interior Designer: A professional will be hired to capture and execute the cafe’s mission visually

	Hire Architectural Firm: A firm will be hired to conduct the work entailed in the design drawings

	Hire a team for legal acquisition: A team will be hired to support the cafe in legal matters

	Obtain Title Insurance from County/State: Appropriate titles will be acquired according to county and state requirements

	Marketing Plan: To outline marketing objectives and the advertising efforts

	SWOT Analysis: Strategic tool to gauge the projects competition and gain an advantage

	Green building: The establishment will use energy efficient means including LEED lighting and electric charging stations.

	Sustainable materials: Eco-friendly consumables with associated on-site recycling.

	Website: The cafe will have a user-friendly website detailing the cafe’s mission, contact information, and online menu.

	Easily accessible menu: The cafe’s menu will be available on all social media accounts and displayed on the front door of the establishment. 

	Effective security: The establishment will be fitted with current security technology and employees will adhere to security standards.

	Safe food handling: Employees will receive proper training and will become ServSafe Food Safety certified. 

	Handicap accessibility: The building will be equipped to adhere to the Americans with Disabilities Act (ADA), offering accessibility in all aspects. 

	Furniture: Acquire all furnishing for interior of the building

	Landscape:  Obtain a landscaping company for building exterior

	Technology: Acquisition of computers and Point of Sale (POS) systems

	Engineering report:  In line with all building safety codes and regulations

	Progress report: Provide Key Performance Indicators (KPIs) to Management

	Project close-out checklist: A detailed list will be required to validate completion

	Quality enhancement report: A detailed report will be required to properly enhance quality

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	Additional deliverables

	

	 

	 

	 

	



Table 1. This table lists the project deliverables.
Project Requirements 
	Requirements fulfill a double role of first recognizing then, continuously verifying the project's assumptions and constraints (Boyle & Mayes, 2012). Requirements are used to guide the development of deliverables and must be clearly identified. In addition, they provide a means for holding the project management team and stakeholders accountable. Listed below are requirements outlined by the firm on behalf of the Cafe Millennium project:
●  	Secure building codes/permit from the local county prior to operation
●  	Secure a business permit and pay any applicable taxes
●  	Building must be able to accommodate at least 100 customers
●  	Food service license must be obtained from the county health department
●  	An EIN (Employer Identification Number) must be established
●  	Pass the building inspections and secure a Certificate of Occupancy
●  	Consult local government officials to aid in compliance with regulatory requirements
●  	Contact ADP to set up proper security systems
●  	Technical walkthrough and installation of internet and access points for patrons
●      Technical setup of all business-related computers and payment terminals
●      Complete project within allocated budget and timeframe
●      Comply with the Green Building Act of 2006
●      Pay employees above minimum wage ($13) with benefits guaranteed or Comply with the State Minimum Wage and Overtime Law
●      Conduct the project in five phases

Project Milestones
[bookmark: _o4009po0wcrw]Project milestones are targets set at the beginning of a project meant to identify significant points in the project such as a key event or high priority deliverable. They can be used as check-in points where the project manager assesses the remaining project resources and examines if the project remains on time and under budget. The milestones are guidelines for what is expected to be achieved throughout the project. Project managers may report on Key Performance Indicators (KPIs), or status reports at pre-defined milestones. “These defined milestones are called “program” milestones and are monitored by the portfolio manager. A delay in one will indicate lack of performance and possible barriers to meeting the forecasted payment plan” (Petter Eik-Andresen et al., 2016).  Project milestones will be divided into three different categories. The first category involves securing loans and vendor contracts. The milestone can be accessed as complete if the business is able to secure loans within 60 days. The second category of milestones involves designing the café space. It will be assessed as successful if the project designs are approved and the designs are executed. Marketing and sales milestones will be assessed as successful after the business begins and the café is able to get walk-in customers seeking the services being offered. The final milestone is the grand opening of the restaurant and it will be considered as successful if the business opens after all the other milestones have been completed.  
[bookmark: _d4q6ba49x4tu]Milestone Schedule
	WBS
	Phase & Task Descriptions

	1
	Phase I - Initial Project Tasks

	1.1
	Project Proposal

	1.2
	Project Approval by Firm Management

	1.3
	Notify Stakeholders Approval

	1.4
	Stakeholder and Project Management Firm - Kick off meeting

	1.5
	Project documents (Project charter, business case)

	2
	Phase II - Secure Loans and Vendor Contracts

	2.1
	Business Loan Secured

	2.2
	Food Vendor Contracted

	2.3
	Daily Consumables Contracted

	2.4
	Waste Management Contracted

	2.5
	Pest Control Contracted

	2.6
	Housekeeping Contracted

	2.7
	Landscaping Contracted

	2.8
	Internet Service Provider (ISP) Contracted

	2.9
	Preventative Maintenance Contracted

	3
	Phase III - Physical Building (Interior and Exterior Spaces)

	3.1
	Realtor Hired

	3.2
	Space Leased

	3.3
	Intered Designer Hired

	3.4
	Furniture ordered

	3.5
	Furniture received and set up

	3.6
	Landscaping crew revitalizes outdoor space

	3.7
	Eco Friendly Technology

	3.7.1
	LEED certified lighting (indoors and outdoors)

	3.7.2
	Electric car charging stations installed

	3.7.3
	Shared bicycle stations installed

	3.7.4
	Solar panels installed on Cafe roof

	3.8
	Internet / Networking

	3.8.1
	Networking Components Ordered

	3.8.2
	ISP Connection Established

	3.8.3
	LAN and Server Installation

	3.8.3
	Network Structure and Security Inspection

	3.8.4
	Office computers and Point of Sales (POS) registers setup

	4
	Phase IV - Secure Permits and Licensing

	4.1
	Business License (Government Issued)

	4.2
	Employee Identification Number (IRS Issued)

	4.3
	Health Permit (City Issued)

	4.4
	Foodservice License (City Issued) 

	4.5
	Liquor License (State Issued)

	4.6
	Signage Permit (City Issued)

	4.7
	Certificate of Occupancy (City Issued)

	4.8
	Property Insurance (Private Company)

	5
	Phase V - Marketing and Sales

	5.1
	Marketing Campaign Kickoff

	5.2
	Complete SWOT analysis for competition

	5.3
	Generate sales goals

	5.4
	Community outreach for business partnership

	5.5
	Sales Blitz (Menus, flyers, advertisements) 

	5.6
	Soft opening to generate reviews on social media

	6
	Phase VI - Grand Opening

	6.1
	Grand opening preparation

	6.2
	Ribbon cutting ceremony with the Chamber of Commerce

	6.3
	Serve the first customers



Table 2. This table details the project milestones that Projecting Prosperity plans to use to monitor progress.
Project Assumptions and Constraints
Every project has assumptions, constraints, risks and concerns. There are plans that have been set up to make sure the café will be open in one year. Project phases have the potential to vary from the initial projected timeline, for example the project schedule may change based on precursor deliverables. The current budget set for all project phases can vary as well. Projecting Prosperity is aware of these variables. Below is a detailed discussion on project assumptions, constraints, risks and concerns that may be a hindrance for project success.  
Assumptions
The project has been allocated a budget of $75,000 and it is expected the project will be approved with the budget. However, expenses may increase or decrease in different phases of the project. Furthermore, project phases might not meet the minimum requirements, it will not be possible to assume all the project phases will be automatically completed. The purpose of opening the cafeteria it’s because there is an expected marketable customer base around the premises. It is assumed that customer turnout will be as expected.
Constraints
There are project constraints that will prevent smooth running and execution of the project. The project constraints will be a backlash from the project being executed and taking off in the planned timeline.  It may be more strenuous to meet the requirement to have the building LEED certified with Green Building Standards. Cafe Millenium will use environmentally friendly products and building materials which are more costly to recycle. Delayed approval in acquiring Permits and facing violations in the process will cost time and money.
 Project Organization
	The client, Christy Barnett, is an entrepreneur that approached Projecting Prosperity to contract Project Management services for Cafe Millennium. Investing her own funds, in addition to a small business loan, the client is an acting project sponsor. Acting as a high level of authority, the client will be responsible for signing off after each phase has been completed. The customer holds the ability to force a change in requirements for the project at any time desired. The project manager will be working under the direction of Christy to ensure the client’s requests are met. 
	Elizabeth Boyer, an experienced employee of Projecting Prosperity has been selected as the Project Manager. She will be responsible for the coordination of daily duties. She will be the point of contact for any questions regarding the project. Elizabeth will mitigate risks and solve problems regarding aspects of the launch and progress of Cafe Millennium. She will be an active force throughout all stages of the project. She will conduct biweekly meetings to ensure collaborative effort across the board. 
	Elizabeth has designated Gwendolyn Boyd and Marizel Brewington to act as Functional Managers for Projecting Prosperity. The Functional Managers will be under the direction of Elizabeth, aiding in project management duties. Gwen and Marizel will work in unison to accomplish tasks. Gwen has experience in safety implementation, so she has been assigned a Safety and Security Management Team. This team will be under the direction of Gwen; they will work to understand local health and safety codes and regulations that apply to the business and highlight security procedures that should be adhered to. Marizel has experience in sales, so she has been assigned a Marketing and Sales Management Team, which will be responsible for implementing marketing and sales plans based on demand segments to maximize revenue. The team will be under the direction of Marizel. The organizational structure details the chain of command for the project and it is shown in Figure 1. 
[image: ]
Figure 1. This figure illustrates the Cafe Millenium Project Organizational Structure

Work Breakdown Structure
[bookmark: _4nzttbyzu7ls]	The work breakdown structure is a tool that is used to break down project scope into smaller pieces. It organizes the project by detailing all the work necessary to complete the project (Norman, Brotherton, Fried, & Ksander, 2006). The work breakdown structure covers tasks and subtasks. It is an essential guideline that is utilized throughout the project’s entire life cycle. The table below details the WBS.	Comment by Elizabeth Boyer: insert WBS table (we'll have to change the subsequent table numbers)
[bookmark: _6fzp11x0u6wz]
	[bookmark: _17dp8vu]WBS
	Phase & Task Descriptions

	1
	Phase I - Initial Project Tasks

	1.1
	Project Proposal

	1.2
	Project Approval by Firm Management

	1.3
	Notify Stakeholders Approval

	1.4
	Stakeholder and Project Management Firm - Kick off meeting

	1.5
	Project documents (Project charter, business case)

	2
	Phase II - Secure Loans and Vendor Contracts

	2.1
	Business Loan Secured

	2.2
	Food Vendor Contracted

	2.3
	Daily Consumables Contracted

	2.4
	Waste Management Contracted

	2.5
	Pest Control Contracted

	2.6
	Housekeeping Contracted

	2.7
	Landscaping Contracted

	2.8
	Internet Service Provider (ISP) Contracted

	2.9
	Preventative Maintenance Contracted

	3
	Phase III - Physical Building (Interior and Exterior Spaces)

	3.1
	Realtor Hired

	3.2
	Space Leased

	3.3
	Intered Designer Hired

	3.4
	Furniture ordered

	3.5
	Furniture received and set up

	3.6
	Landscaping crew revitalizes outdoor space

	3.7
	Eco Friendly Technology

	3.7.1
	LEED certified lighting (indoors and outdoors)

	3.7.2
	Electric car charging stations installed

	3.7.3
	Shared bicycle stations installed

	3.7.4
	Solar panels installed on Cafe roof

	3.8
	Internet / Networking

	3.8.1
	Networking Components Ordered

	3.8.2
	ISP Connection Established

	3.8.3
	LAN and Server Installation

	3.8.3
	Network Structure and Security Inspection

	3.8.4
	Office computers and Point of Sales (POS) registers setup

	4
	Phase IV - Secure Permits and Licensing

	4.1
	Business License (Government Issued)

	4.2
	Employee Identification Number (IRS Issued)

	4.3
	Health Permit (City Issued)

	4.4
	Foodservice License (City Issued) 

	4.5
	Liquor License (State Issued)

	4.6
	Signage Permit (City Issued)

	4.7
	Certificate of Occupancy (City Issued)

	4.8
	Property Insurance (Private Company)

	5
	Phase V - Marketing and Sales

	5.1
	Marketing Campaign Kickoff

	5.2
	Complete SWOT analysis for competition

	5.3
	Generate sales goals

	5.4
	Community outreach for business partnership

	5.5
	Sales Blitz (Menus, flyers, advertisements) 

	5.6
	Soft opening to generate reviews on social media

	6
	Phase VI - Grand Opening

	6.1
	Grand opening preparation

	6.2
	Ribbon cutting ceremony with the Chamber of Commerce

	6.3
	Serve the first customers



Responsibility Assignment Matrix
The Responsibility Assignment Matrix (RAM) shown below illustrates the assigned roles and deliverables of each party during several phases of the project.  All major phases of the project will be approved by Projecting Prosperity and Cafe Millennium management.  
 
	WBS
	Deliverable
	Projecting Prosperity
	Café Millennium
	Inspectors
	Subcontractor
	[bookmark: _gjdgxs]Labor/
Operator

	
	
	
	
	
	
	

	1
	Phase I
	 
	 
	 
	 
	 

	1.1
	Project Proposal
	A
	A
	 
	 
	 

	1.2
	Project Approval
	A
	A
	 
	 
	 

	2
	Phase II
	 
	 
	 
	 
	 

	2.1
	Business Loans
	A
	 
	 
	 
	 

	2.1 -
	Vendor Contracts
	A
	 
	 
	S
	 

	2.9
	
	
	
	
	
	

	3
	Phase III
	 
	 
	 
	 
	 

	3.1
	Realtor Hired
	A
	 
	 
	 
	 

	3.2
	Space Leased
	A
	 
	 
	 
	 

	3.3
	Interior Designer Hired
	A
	 
	 
	 
	P

	3.4-3.5
	Furniture Order/
Received and Set up
	A
	 
	 
	 
	P

	3.7
	Eco Technology Set up
	A
	 
	 
	P
	 

	3.8
	Internet and Network
	A
	 
	 
	P
	 

	3.8.3
	Installation of Security Systems, Internet, etc.
	A
	 
	 
	P
	 

	4
	Phase IV
	 
	 
	 
	 
	 

	4.1
	Business License
	P
	 
	A
	 
	 

	4.2
	Employee EIN
	P
	 
	A
	 
	 

	4.3-4.8
	Permits and Licensing
	P
	S
	A
	 
	 

	5
	Phase V
	 
	 
	 
	 
	 

	5.1
	Marketing Campaign
	A
	P
	 
	 
	 

	5.2
	SWOT Analysis
	A
	 
	 
	 
	 

	6
	Phase VI
	 
	 
	 
	 
	 

	6.1
	Grand Opening Preparation
	A
	 
	 
	 
	p

	6.2
	Ribbon Cutting
	A
	 
	 
	 
	P



	Legend:
	P = Primary Responsibility
	S = Secondary Responsibility
	A = Approval



Table 3. This table depicts the Responsibility Assignment Matrix (RAM).
 
Project Communications
[bookmark: _5m9562lnt2zv]	In any project, communication is of essence and Projecting Prosperity guarantees that an effective communications plan will be in place. The Project Manager will take the lead and will be responsible for maintaining appropriate communication channels. In order to promote a collaborative environment from the beginning, Elizabeth will host a meeting for the project’s initiation in which the project team, project sponsor, and stakeholders are encouraged to attend to meet one another. Elizabeth will make phone calls to contact vendors and will follow up every phone call with an email, making herself available to readily answer any lingering questions. Elizabeth will email a weekly status report, highlighting major accomplishments and setbacks to the project team and project sponsor. Elizabeth will conduct biweekly meetings with the project team to ensure collaborative effort across the board; Elizabeth will make presentations to display during these meetings to show overall progress. The project team will collaborate and any comments will be added to the presentation. The files will be added to a folder termed “CafeMilleniumProject” in google drive that stakeholders will have access to. An expense tracking excel file will also be shared on google drive. This will ensure that everyone involved with the project can stay updated at all times. Also, at the completion of each phase of the project, the project team will meet with stakeholders to discuss any questions and concerns; the project team will mediate the project using the positive and negative feedback to ensure overall stakeholder satisfaction.
 Communications Matrix
	Communication
	Format
	Frequency
	Person Responsible
	Audience

	Project Initiation
	Meeting
	Once
	Project Manager
	Project Team, Project Sponsor, and Stakeholders

	Project status report
	Email
	Weekly
	Project Manager
	Project Team and Project Sponsor

	Progress report
	Meeting with a presentation
	Bi-Weekly
	Project Manager
	Project Team

	High level project status report
	Email
	Monthly
	Project Manager
	Project Team and Project Sponsor

	Progress report
	Meeting
	End of Phase
	Project Team
	Stakeholders


[bookmark: _uy4mljtxztzh] Table 4. This table illustrates the Project Communications Plan that Projecting Prosperity will put into practice.
Project Schedule
Several authors identify the Gantt Chart as the first formal technique for managing projects. O‘Brien states that, “Prior to (the early 1900’s), there had been no predominant scheduling techniques. Scheduling was done on an informal basis as an inherent part of other activities.” The Gannt chart is a type of bar chart that can be used to schedule project activities along the Y-axis and display their individual associated time to completion amongst the X axis. The chart is a clear visual of all project components listed to include a start and end date which will add to the increased communication between the project team and its stakeholders. The Projecting Prosperity Project Management (PM) team will use Microsoft Project to build the Gantt chart and employ the capability of assigning resources to each project task. Because multiple projects can happen at any given time, the visual aid of stacked project activities on a single timeline can help to identify if there is an overuse in resource allocations. The chart will serve a vital role in keeping the project on track, serving as a scheduling management tool where deadlines will match up with the scheduling baseline that was outlined at the beginning of the project. Major deadlines will be identified as project milestones on the chart with the designation of a diamond, which designates mission critical deadlines which must be met to keep the project on schedule and under budget. As items project tasks are accomplished, the desinating bar will turn a different color and the team can project the overall percentage of the project complete.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
[image: ]
Figure 2. This figure depicts the Gantt chart of the project.
Project Critical Path 
[bookmark: _4i7ojhp]	The critical path of a project is a calculation of the shortest duration of time that is possible to complete the project in. This calculation is completed by using an analysis technique known as the networking diagram where each project segment has a calculation for the longest and shortest completion paths possible. By using this tool, the team was able to give investors and stakeholders an accurate timeline of both the best and worst case scenario concerning project completion time. As each project segment is started, the critical path for that segment will be reviewed and if at any time the number of days to completion exceeds that which was identified in the critical path, it acts as a red flag to the project manager that the overall project is behind schedule. The project manager must be agile and look to the project sprints ahead to identify areas where the time to completion may be reduced to less than the critical days, as it is the only way to keep the overall project on time.
[bookmark: _k36ve84pljm][image: ]
[bookmark: _6k7nswo7naot]Figure 3. This figure shows the critical path of the project.
Project Budget 
The construction budget has been written in consultation with the PM team and the stakeholder. The PM team reached out to different vendors to research and get the most affordable prices. Below is a breakdown of the total budget from the first phase to the grand opening of the café. All expenses including direct and indirect are covered in the budget. The final budget was approved by the stakeholders and the management team.
Budget

	CAFÉ CONSTRUCTION BUDGET

	

	
	
	
	Amount
	
	
	
	
	Amount

	INVESTIGATORY
	
	
	
	PROJECT AND SUPERVISION
	

	Travel and Miscellaneous
	
	$1,000 
	
	Development Fee
	
	$1,500 

	Appraisal / Studies
	
	$1,000 
	
	Travel Out-of-Pocket
	$1,000 

	Environmental
	
	$1,000 
	
	Payroll
	
	
	$1,500 

	Transportation Study
	
	$2,000 
	
	
	SUBTOTAL
	$4,000 

	Legal
	
	
	$2,000 
	
	
	
	
	

	
	
	
	________
	
	PROFESSIONAL FEES & CONSTRUCTION
	

	
	SUBTOTAL
	
	$7,000 
	
	Architect
	
	
	$700 

	
	
	
	
	
	Reimbursable
	
	$400 

	LAND
	
	
	
	
	Mechanical & Electrical
	$800 

	Land
	
	
	$5,000 
	
	Structural
	
	$500 

	Closing Costs
	
	$2,500 
	
	Civil
	
	
	$600 

	Brokerage Fees
	
	$2,500 
	
	Landscaping
	
	$1,000 

	Legal For Acquisition
	
	$2,500 
	
	
	SUBTOTAL
	$4,000 

	Survey
	
	
	$2,500 
	
	
	
	
	

	
	
	
	
	
	CONSTRUCTION COSTS
	

	
	SUBTOTAL
	
	$15,000 
	
	General Contract - Building
	$5,000 

	
	
	
	
	
	Parking
	
	
	$1,000 

	INITIAL COSTS
	
	
	
	Demolition
	
	$2,000 

	Travel & Miscellaneous
	
	$500 
	
	Bond
	
	
	$2,000 

	Soils
	
	
	$500 
	
	Builder's Risk
	
	$3,000 

	Engineering Fees
	
	$1,000 
	
	Building Permit & Plan Review
	$1,000 

	Architectural Fees
	
	$1,000 
	
	Utility Tap Fees
	
	$1,000 

	Use Permit
	
	$1,000 
	
	
	SUBTOTAL
	$15,000 

	Model / Renderings
	
	$1,000 
	
	
	
	
	

	
	
	
	________
	
	LAND IMPROVEMENTS
	

	
	SUBTOTAL
	
	$5,000 
	
	Landscaping : Exterior
	$2,500 

	
	
	
	
	
	Landscaping : Interior
	$2,500 

	INTANGIBLES
	
	
	
	
	SUBTOTAL
	$5,000 

	Accounting 
	
	$500 
	
	
	
	
	

	Permit Expediter
	
	$500 
	
	PROFESSIONAL FEES: FF&E
	

	Franchise
	
	
	$500 
	
	Interior Design
	
	$2,000 

	Consulting Fee
	
	$500 
	
	Kitchen
	
	
	$2,000 

	Liquor License
	
	$1,000 
	
	Out-of-Pocket
	
	$1,000 

	Title Insurance
	
	$1,000 
	
	
	SUBTOTAL
	$5,000 

	Legal
	
	
	$1,000 
	
	
	
	
	

	
	
	
	________
	
	Furniture, Fixtures & Equipment
	

	
	SUBTOTAL
	
	$5,000 
	
	Equipment: General Building Systems
	$500 

	
	
	
	
	
	Equipment: Operating
	$500 

	FINANCING FEES: CONSTRUCTION
	
	
	Supplies
	
	
	$1,000 

	Interest
	
	
	$1,000 
	
	Pre-Opening
	
	$500 

	Taxes
	
	
	$2,000 
	
	Working Capital
	
	$500 

	Insurance
	
	$2,000 
	
	Contingency
	
	$1,000 

	
	
	
	________
	
	Interest Reserve
	
	$1,000 

	
	SUBTOTAL
	
	$5,000 
	
	SUBTOTAL 
	
	$5,000 

	
	
	
	
	
	PROJECT TOTAL
	
	$75,000 


[bookmark: _2xcytpi]Table 5. This table details the project’s overall budget.

Project Risk Management 
All projects have some associated risk so, it is important to be able to find a balance between risks and rewards that works in favor of the success of the project; risk management identifies and manages risk in a controlled manner (Project Management Institute, 2017). Specific details will be discussed in a later section. Since the idea in this project is new, there is a high risk that the business will fail in various areas during the first five years. In addition, the budget for this type of a project is time consuming because it involves various deliverables. Fire outbreaks are very common in cafes since a lot of cooking is involved, a mitigation will include having insurance. When this happens, huge losses can occur. With business booming in this region, many similar projects are likely to be initiated, leading to stiff competition. To mitigate this risk a SWOT analysis will be performed for existing competition. Meeting salary demands of some of the experienced employees is going to be a problem given that this is just a startup business. Making a budget for this type of a project is time consuming because it involves various deliverables. Meeting salary demands of some of the experienced employees is going to be a problem given that this is just a startup business.
Risk Identification	Comment by Christy Barnett: Gwen
Projecting Prosperity will utilize a SWOT analysis to identify risk.  A SWOT analysis is useful for any competitive situation.  Since Café Millennium is a new business venture, it is expected that there will be existing competition or competitors in the future.  In light of COVID 19 and its environmental impacts on today’s businesses, there are several risks that could impact operations during a pandemic, forced shutdown, or catastrophe. Food safety should be a high priority in a culinary business.  With any restaurant there is always a risk of food contamination or patron food poisoning.  For this reason, Projecting Prosperity has identified food poisoning as a risk that should be mitigated.  Also, any natural disaster or economic situation could have adverse impacts on the food supply, which could pose a risk on the availability of certain menu options.
 SWOT Analysis – Café Millennium
	Strengths
New restaurant
Only health conscious restaurant in area
Décor
Reasonable menu prices
Green building
Relaxing environment
Internet/Wifi available
 
	Weaknesses
 Could lack sufficient resources or cost overrun
Supply and demand of healthy foods options     could impact revenue
Meeting the salary demands

	Opportunities
 
Expand with new location
Change menu items per season or popularity
Increase customer base with incentives
Retain employees with salary bonus/rewards
Establish quality control/monitor reviews
	Threats
 
Emerging competitors
Bad reviews
Food poisoning
Disasters – fire, floods, pandemic
Staff retention or recruitment issues


 Table 6. This table represents a SWOT analysis of project risks.
Projecting Prosperity will utilize two techniques for identifying risks.  First, we will use a checklist to make note of the most common risks associated with this type of project.  A checklist will help identify risks that should be prioritized based on the level of importance.  We will also use a SWOT analysis.  SWOT analysis examines the project from each of the strengths, weaknesses, opportunities, and threats perspectives (PMBOK, 2017).  
Risk Assessment 

	Probability
	Consequences

	
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	Certain
> 90%
	
	Increased business competition
	
	
	

	Likely
50 - 90%
	
	Long initial hours - Burn out
	
	
	

	Moderate
10 - 50 %
	
	
	Liability Claims for any injury
	
	

	Unlikely
3 - 10 %
	
	Location - rent cost too high
	Project completion runs behind target date
	Inadequate capital investment
	Customer base too low to sustain costs

	Rare
< 3 %
	
	
	Failed safety inspection
	Restaurant fire hazards
	Natural disaster



	Matrix Key:
	Low Risk
	Moderate Risk
	High Risk
	Extreme Risk


Table 7. Project Risk Assessment Matrix as developed by Projecting Prosperity
Risk Response
Projecting Prosperity will employ various risk strategies. These strategies include to avoid, exploit, transfer, reduce/enhance, and accept (Hilson, 2014). For each outlined risk, Projecting Prosperity will be able to use these tactics as deemed necessary. Projecting Prosperity will closely monitor the major risks, which are color-coded orange and red. Experienced team members will be entrusted with tracking the progression or regression of these major risks.
ADD DEFINITION For: 
AVOIDED
MITIGATED
ACCEPTED
TRANSFERRED
Risk Monitor and Control
[bookmark: _1ci93xb]	Risk monitoring and controlling “uses progress status reports and deliverable status to monitor and control risks” (Lavanya & Malarvizhi, 2008). The experienced team members will be able to control risk by monitoring the weekly project status reports emailed by Elizabeth. They will also monitor the monthly progress reports presented by Elizabeth. To monitor and control risk, Projecting Prosperity will collaborate and immediately find solutions to any issue that occurs. Refer to the SWOT analysis (see table 6) on a monthly basis in order to monitor risk. 
Project Evaluation (make more specific - look at goals and apply them here)
[bookmark: _2bn6wsx]Projecting Prosperity sought buy-in from senior managers and clients at the start of the project; all of whom were committed to evaluation efforts that would  ensure project goals were achieved with a degree of efficiency while staying within mandated project scope. The project team will be responsible for performing project evaluations for its client, Cafe Millenium, at defined intervals throughout all project phases to ensure the desired project results are met. Project evaluations gained prominence in their importance to organizations beginning in the mid 1980s, with a specific focus on unique, time-limited projects, they contrasted to the nature of program evaluations of ongoing programs (Loo, R., 1985).  To be considered a successful effort for Projecting Prosperity, it is essential the management team leads Cafe Millennium to realizing and exceeding all project requirements and scoring high on individual project evaluation measures.
[bookmark: _uyd9ha7zxsvq]One evaluation technique which will be utilized is the Critical Path Analysis (CPA) during mandatory project deliverables and serve success based on maintaining deadlines set and sticking to the project timeline. For progress monitoring purposes, the number of customers will be documented, and customer feedback surveys will be analyzed. Overall, the lender will determine success of the project based on loan payback.
(make more specific - look at goals and apply them here)
[bookmark: _blglrdrg8d13]Ongoing evaluations will include monitoring of project timelines using the WBS ...within budget...scheduling on time..
[bookmark: _q2fd5vrca4zs]Customer surveys will be assessed weekly after the project to evaluate project success. An overall rating of at least four stars will be considered successful. Ensure that at least 45% of the loan has been paid back in one year of being in business.	Comment by Christy Barnett: CHECK OUT THIS LINK: https://www.pmi.org/learning/library/evaluation-project-management-environment-1751
[bookmark: _lzo9sbiarymn]
Project Close-out 
The primary goal of the project is to build the new café and it is necessary to close-out the project after the project lifecycle is complete. The project manager has to ensure that all support items required in every project phase are provided. There are several activities that must be executed so that the project can be regarded as complete.
1. 	Scope verification – all project requirements that have been set under the project scope should be fulfilled. The scope activities should be completed within the budget and timeframe. A financial and technical model will be used in verifying all scope requirements have been met.
2. 	Financial audit – the project manager has to ensure that a financial audit of the whole project can be conducted. Financial obligation includes paying laborers and vendors throughout the project.
3. 	Technical audit – a technical audit throughout the project is necessary to determine overall performance of the project and the project team itself.
4. 	Risk management – the purpose of risk management is to ensure all possible risks in the project are identified and managed throughout the project. Risk elimination is also necessary as a method of minimizing risks.   
5. 	Café completion – after physical construction of the café is complete, it is necessary that inspections are performed to make the premise spacious to accommodate people. A clean-up of the premises should be conducted to ensure the establishment is safe and ready for customers.
6. 	Customer sign-off – after a walk through in the cafe, the board of management will sign off to indicate the café is complete.
7. 	Contract close –out – after customer sign off, a standard signing form will be presented. The form will have a date of acceptance and signature of the main project contractor.
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[bookmark: _1pxezwc]Appendix A – Project Charter
[bookmark: _49x2ik5]
[bookmark: _u431p9a8vghb]Cafe Millennium Launch
        	        	Cafe Millennium has won the bid for the launching of their small business. In the weeks to come, Projecting Prosperity will execute this project charter and establish a modern Cafe that will cater to the growing number of young professionals in the immediate area. With this idea, the launching of this cafe is likely to disrupt the business in the region. Previously, a cafe was vastly known for offering light meals and drinks. The launch of Cafe Millennium will evolve and expand services to include free gigabit speed internet access, collaborative working areas, and cafe hosted networking events that will aim to cater towards younger generations. The project management firm, Projecting Prosperity is vested in the success of Cafe Millennium to ensure financial payment for services and to earn positive ratings for the professional portfolio.
[bookmark: _tkuh8kan4xob]Purpose for the Project
             	Projecting Prosperity is promoting the Cafe Millennium launch to capitalize on high return of investment and to help fulfill a community need that is lacking. Currently, the business park has no modern cafe or meeting space within a reasonable driving or walking distance; an establishment can easily be integrated. Today’s restaurant chains are connecting more with their customers in a way that gives insight into the restaurant. Social media marketing and community engagement have been shown to yield greater competitive advantages (Kim, Yoo, & Yang, 2020). Food enthusiasts are not just interested in what is on the menu, they want a sense of connection with a business and one that supports their lifestyle. Cafe Millennium will be in a newly developed business park where young professionals and food enthusiasts can gather to enjoy small bites and drinks in a relaxing environment. There is a noticeable disconnect in the community; the cafe will foster in-person collaboration and networking between young professionals, while also promoting community engagement. The establishment of Cafe Millennium will lead to the creation of well-suited job opportunities for students and locals, aiming to engage employees in all aspects of the business. The cafe plans to collaborate with colleges in the area to offer internships for students interested in entrepreneurship and marketing. Moreover, the Cafe will partner with established companies in the business park to host regular networking events and job fairs. Cafe Millennium will be an integral part of the community.  
[bookmark: _hbr929oqp5la]Project Scope Statement
             	Cafe Millennium aims to provide excellent coffee and food service to a newly established business park, while creating a sense of community amongst its patrons and providing a space for young business professionals to gather and network. Over the first ninety days the final project funding must be secured through a small business loan and a budget finalized. Next the business can enter the phase of locating and leasing a space, complete all related build out and business purchasing, and hire staff. All of this culminates in the marketing and grand opening of the Cafe.
             	The firm must abide by non-negotiable boundaries set by the customer.  The first requirement is that the cafe's location should be confined to the business park, placing it less than one miles walking distance from all the major business companies leasing a space in the park. The next required limit is to keep the project under the $75,000 budget. This is the maximum guaranteed funding that exists when combining projected loan amounts and personal investment from the customer. Last, there are also constraints on the order in which phases may occur. Many of the phases are dependent on the prior phase being complete and could be considered a waterfall model. The project will be conducted in five phases:
1. 	Secure loans and vendor contracts
2. 	Locate a space and begin design plan
3. 	Secure required permits
4. 	Marketing and sales
5. 	Opening to the public
[bookmark: _udvojqtcle9b]Project Objectives and Success Criteria
 
Project success is multi-faceted and can be measured within the triple constraint (time, quality and budget) and it can also include criteria such as customer and stakeholder satisfaction. Success criteria are by their nature highly dependent on the circumstances for the individual project; it is advisable to base all success criteria on the results of the stakeholder analysis and to ensure that each of the criteria is measurable (O'Brochta, 2002). The Projecting Prosperity firm has identified measurable objectives and will determine overall project success by the accomplishment of set predetermined objectives.
[bookmark: _i4nh0d7aocwh]Objectives
1. 	Ensure that adequate funds for running the project has been sourced within the first three months before the project initiation
2. 	Ensure that qualified employees are recruited within 30 days before the project initiation
3. 	Present the sales and marketing plan to the management for implementation one week after the completion of the recruitment exercise
4. 	Ensure all project officers are in operation within the first year
5.     Secure funding in 60 days
6.     Hire employees
7.     Present sales and marketing plan, action plan or marketing strategies
8.     Target opening in one year
9. 	Establish a reward program to ensure repeat customers; surprise customers with a freebie from the menu after several visits
10.   Offer a variety of healthy food items on the menu to appeal to various diets including, vegetarian, vegan, organic, plant-based, non-GMO
11.   Limit food waste to no more than five percent of total sales
[bookmark: _2j3ugtaitg7s]Project Requirements
Requirements fulfill a double role of first recognizing then, continuously verifying the project's assumptions and constraints (Boyle & Mayes, 2012). Requirements are used to guide the development of deliverables and must be clearly identified. In addition, they provide a means for holding the project management team and stakeholders accountable. Listed below are requirements outlined by the firm on behalf of the Cafe Millennium project:
●  	Secure building codes/permit from the local county prior to operation
●  	Secure a business permit and pay any applicable taxes
●  	Obtain a food service license from the county health department
●  	Establish an EIN (Employer Identification Number)
●  	Pass the building inspections and secure a Certificate of Occupancy
●  	Consult local government officials to aid in compliance with regulatory requirements
●  	Contact ADP to set up proper security systems
●  	Technical walkthrough and installation of internet and access points for patrons
●      Technical setup of all business-related computers and payment terminals
●      Complete project within allocated budget and timeframe
●      Comply with the Green Building Act of 2006
●      Pay employees above minimum wage ($13) with benefits guaranteed or Comply with the State Minimum Wage and Overtime Law
●      Conduct the project in five phases
 Overall Project Risks
             	All projects have some associated risk so, it is important to be able to find a balance between risks and rewards that works in favor of the success of the project; risk management identifies and manages risk in a controlled manner (Project Management Institute, 2017).
●  	Since the idea in this project is new, there is a high risk that the business will fail in various areas during the first five years.
●  	Making a budget for this type of a project is time consuming because it involves various deliverables.
●  	Fire outbreaks are very common in cafes since a lot of cooking is involved. When this happens, huge losses can occur.
●  	With business booming in this region, many similar projects are likely to be initiated, leading to stiff competition.
●  	Meeting salary demands of some of the experienced employees is going to be a problem given that this is just a startup business.
[bookmark: _z2jgti8dmlre]Milestone Schedule
	Phase
	Goal(s)
	Milestones
	Deadline

	I
	Secure Loans
Secure Vendor Contracts
	Business loan (60 days)
	60 Days

	
	
	Food vendor (US foods contract)
	

	
	
	Daily consumables / housekeeping supplies
	

	
	
	Hire Waste Management
	

	
	
	Hire Pest Control
	

	II
	Locate a space
Begin design plan
	Hire realtor
	 90 days

	
	
	Lease a space for the business
	

	
	
	Interior designer
	

	
	
	Furniture contract (multipurpose furniture)
	

	
	
	Landscaping company
	

	III
	 Secure Permits
	Preventative Maintenance contract (regular
  and emergency repairs)
	30 days

	
	
	IT company (set up networking and business
  equipment)
	

	
	
	 Permit to operate in the county and state
	

	
	
	 Inspection and Security/Safety Permit
	

	
	
	 Food Service Permit
	

	IV
	Marketing & Sales
	 Begin marketing campaign (grand opening notice, coupon offers, etc.)
	60 days

	
	
	 Complete SWOT analysis for competition
	

	
	
	 Create sales goals
	

	
	
	Sales blitz - with menu or flyers on hand, visit nearby companies and invite them for the Grand Opening.
	

	
	
	 Outreach to community business for partnership
	

	V
	Grand Opening
	Grand opening preparation
	 2 weeks

	
	
	Ribbon cutting ceremony with the Chamber of Commerce
	

	
	
	Serve the first customers
	


 
[bookmark: _m6euvy9lmb48]Budget or Pre-approved Financial Resources
The Cafe is being financed through two different sources. First, the local business owner and entrepreneur will be investing their own personal funds. In addition, a small business loan will be taken out to cover additional costs. Together, the funding sources total $75,000. This budget will be taken into consideration by the firm during all planning and execution phases.
Budget
	Human resources
	 

	Payroll expenses
	$6,000

	Staff
	$4,000

	Training
	$2,000

	Equipment
	 

	Computers
	$7,000

	Office equipment
	$7,000

	Kitchen equipment
	$3,000

	Maintenance of equipment
	$2,000

	Consumable materials
	 

	Housekeeping
	$8,000

	Daily supplies
	$5,000

	Food
	$10,000

	Bills
	 

	Lease
	$6,000

	Utilities
	$15,000

	 TOTAL        
	$75,000


[bookmark: _i3zn70ahcl5t] 
[bookmark: _93ig1dgv8ihu]Criteria for Project Approval
It is essential that Cafe Millennium meets all project requirements. Project management will determine success based on maintaining deadlines set and sticking to the project timeline. When all the phases of the project are finished, the local investor, owner, and project manager will finalize the project. The owner will have the final approval for the opening of the business. For progress monitoring purposes, the number of customers will be documented, and customer feedback surveys will be analyzed. Overall, the lender will determine success of the project based on loan payback.
[bookmark: _wtls9a8vznsp]Project Authority
An appropriate and controlled authority level is important for a successful project; it is dynamic, evolving over the course of the project (Stickney & Johnston, 1983). Projecting Prosperity will be the operating authority for the project itself, which includes the authority to acquire vendor services and the authority to aid in decision making processes. The customer also plays a vital role. The project is under review by the customer, since they are stakeholders of the project. Customers will have the authority to demand changes.
[bookmark: _thk9161fu49t]Project Manager and Authority Level
Project management is essential to the accomplishment of projects. Project managers can use prior knowledge and project management tools to execute project requirements successfully (Project Management Institute, 2017). Elizabeth Boyer, an experienced employee of Projecting Prosperity has been selected as the Project Manager. She will be responsible for the coordination of daily duties. She will be the point of contact for any questions regarding the project. Elizabeth will mitigate risks and solve problems regarding aspects of the launch and progress of Cafe Millennium. She will be an active force throughout all stages of the project. She will conduct biweekly meetings to ensure collaborative effort across the board.
[bookmark: _77wdaznfdv4e]Other Project Roles and Authority Level
 
             	In addition to the project manager, a variety of key roles and responsibilities will need to be filled to successfully operate the Cafe. A Marketing and Sales Management team will be responsible for implementing marketing and sales plans based on demand segments to maximize revenue. They will identify why competitors are successful in each demand segment and directly market and sell against them. Moreover, they coordinate advertising, public relations, and promotional programs. A Profit Manager will plan to meet or exceed budgeted profit margin for the cafe and prepare an annual budget that reflects the business plan. The profit manager will ensure staff are trained in financial control procedures for cash, vouchers, inventories and receivables. The role of Human Resource Manager will maintain a positive and cooperative work environment between staff and management. They are responsible for resolving grievances, administering policies, and monitoring and maintaining acceptable turnover levels. Safety and Security Management will understand local health and safety codes and regulations that apply to the business and highlight security procedures that should be adhered to, such as locking the doors and arming the alarm system after hours. An Accountant will be responsible for measuring profits and ROI in addition to taking care of tax documentation.
[bookmark: _47f4ip3hzrsv]Project Sponsor or Customer and Authority Level 
The client, Christy Barnett, is an entrepreneur that approached Projecting Prosperity to contract Project Management services for Cafe Millennium. Investing her own funds, in addition to a small business loan, the client is an acting project sponsor. The firm set up an initial meeting with the client to gather high and mid-level requirements and will use the feedback to draft management tools such as the Work Breakdown Structure to highlight deliverables. Acting as a high level of authority, the client will be responsible for signing off after each phase has been completed. This will serve as a checkpoint for the firm and a level of assurance that the client is satisfied with the firm's fulfillment and delivery of the phase. In addition, the PM team will meet with the customer biweekly to review progress and address any concerns. The customer holds the ability to force a change in requirements for the project at any time desired. Any adjustment has the potential to skew the project timeline, so the firm will be responsible for assessing the change request, assigning a level of effort, and informing the client of any perceived effects and consequences, prior to deciding.
             	The final project charter will include both signatures from the firm's designated project officer and the client. "The signature of a customer at the bottom conveys authority from the customer-side, and the counter-signature of an officer of the consultancy makes the agreement binding on the consultant-side" (Brown, 2005). In addition, a notary will be present to make the document official.
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[bookmark: _afp9i4dkbwa9] 
Appendix B – Risk Register	Comment by Christy Barnett: 4/21 Note: Will need to reformat this table in word (I needed to add more columns so it's too small now).
[bookmark: _t184zevh8si2]
	Risk Information
	
	Risk Assessment 
	Risk Response

	Risk Name
	Owner of Risk
	Probability 
	Risk Rating
	Response
	Contingency
	Trigger
	Impact
	Status

	Employee Burn Out
	Business Manager
	Likely
	Minor
	Mitigation
	Perform regular wellness check ins with employees and rotate schedules often
	Initial working hours too long
	Medium
	Open

	Bad location
	Business Owner
	Unlikely
	Low
	Mitigation
	Research and planning prior to selecting a location
	Rent not controlled and may have an increased costs over time
	Medium
	Open

	Project completion runs behind target date
	Project manager
	Unlikely
	Moderate
	Acceptance and mitigation
	Find areas of project that could be crashed to make up lost time
	Multiple triggers could be responsible for delay
	Medium
	Open

	Failed safety inspection
	Business Owner
	Rare
	Moderate
	Risk Transfer
	Hire safety contract specialists to inspect prior to state inspection
	Cafe not to standards and fails inspection
	Medium
	Open

	Inadequate capital investment
	Business Manager
	Unlikely
	High
	Mitigation
	Seek new investors /revenue stream
	Bank loan is denied
	High
	Open

	Natural disaster
	Project manager
	Rare
	High
	Transfer and Acceptance
	Transfer risk where possible through insurance coverage
	Natural disaster hits
	Extreme
	Open

	Customer base too low to sustain costs
	Business Owner
	Unlikely
	Extreme
	Mitigation
	Increased advertising
	Sustained below average number of transactions per day
	Extreme
	Open


[bookmark: _8kzfnht436ak]
[bookmark: _f1gnjudd8pnx]
Appendix C – Project Close-out Checklist

This project close-out checklist has been created to serve as a guide to document that the project’s overall activities have been successfully completed. The completion of this checklist signifies the completion of the project. Cafe Millenium will then be able to conduct its grand opening. 
Project Close-out Checklist
	
	Check
	Yes/No
	Comments

	1
	Have the project requirements been completed as described in the project scope statement?
	
	

	2
	Has a financial and a technical audit been determined to be able to be conducted?
	
	

	3
	Was the performance of contractors evaluated to be acceptable?
	
	

	4
	Have all the deliverables been completed?
	
	

	5
	Was the project completed within the designated budget?
	
	

	6
	Are all project documents up-to-date?
	
	

	7
	Are all project documents accurately filed and stored?
	
	

	8
	Have all inspections been completed?
	
	

	9
	Has the establishment been fully cleaned?
	
	

	10
	Has the customer signed off after a walk through of the café?
	
	

	11
	Have all the close-out requirements been completed?
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