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ARTICLE INFO                                       ABSTRACT 
 
 

The report aims at providing essential data to assists the client (Dropbox), the company 
(Dropbox) and consultation team in fulfill their goals for the client, this material breaks down the 
precise course of action to be done, the cost estimated and risks during each course, the solution 
to balance different stakeholders and the guideline on effective utilization of the resources. 
Following the report, the client is expected to deliver a successful introduction of the new product 
and attract considerable attention from the media. For the company, this report is an asset to add 
value to the humble achievements during years of operation. The report can be used as a reference 
source for further cases related to technology in the future as well as to assess the proficiency and 
overall performance of the responsible team delegates. For the consultation team, this report 
specifies the tasks to be fulfilled in assisting Dropbox’s preparation for the launching, thus, the 
project manager is able to monitor the implementation during each stage and providing timing 
support for team members in critical time. The team member can use this report as a guideline 
during the assignment and self-evaluate their performance after each stage to improve efficiency. 
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INTRODUCTION 
 
The consultancy report on how to successfully manage the 
2017 launching of Dropbox project features: 
 

 A project timetable to assist Dropbox in recognizing 
and prioritizing milestones to be fulfilled on schedule 

 A budgetary proposal within the allocated amount to 
help Dropbox assign the budget reasonably and prevent 
unnecessary loss of financial resource 

 A detailed analysis of factors affecting the success of 
the launch to come up with solutions to balance the 
stakeholders 

 A procurement program on how to execute the 
outsourcing effectively within time and budget 
allocation 

 A risk analysis of the project to foresee and control 
different possibilities that directly influence the result 
of the project 

 During the report, a comprehensive set of service are 
provided as below: 

 Timetable: a clear timetable that covers seven events 
and milestone to be finished during the period of 
3/10/2016 – 2/1/2017.  
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Including in each event are divided tasks to follow in 
order to complete the milestone and the person holding 
responsibility for each task. 

 Budget estimate: a detailed budget allocation is 
embedded in the report to specify the expenditure for 
each stage through the presentation of a GANTT 
CHART. The budget estimate is conducted base on the 
key priorities of the project. 

 Analysis of key stakeholders: an insight into the 
presence of three main stakeholders, which is the client 
(Dropbox), the project consultancy team (Project Plus) 
and outsourcing contractors in pre-launching of the 
product and their influence in the success of the whole 
process. A RACI chart is presented to demonstrate the 
relationship between them. 

 Guideline on procurement strategy: detailing the types 
of vendors to be needed, the standard that vendors have 
to possess and quality control process of the vendors in 
order to utilize outsourcing labor force. 

 Risk management predicts a number of risks arising 
during each stage of the implementation process and 
what can be done to minimize the negative effects. 

 
The services listed below provide a compressive overall of the 
plan for the company with detailed information on crucial 
aspects of a project, which is timeline, budget control, 
influencing factors and risks control. The data will be of great 
use for the company to assess the effectiveness of the project 
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implementation as well as maximize the possibility of success 
and set a firm foundation for later implementation of projects 
in the future. 
 

Smart objectives 
 
The report aims at providing essential data to assists the client 
(Dropbox), the company (Dropbox) and consultation team in 
fulfill their goals: 
 
For the client, this material breaks down the precise course of 
action to be done, the cost estimated and risks during each 
course, the solution to balance different stakeholders and the 
guideline on effective utilization of the resources. Following 
the report, the client is expected to deliver a successful 
introduction of the new product – its new Dropbox function on 
2nd, January 2017 and attract considerable attention from the 
media. For the company, this report is an asset to add value to 
the humble achievements during 20 years of operation. The 
report can be used as a reference source for further cases 
related to technology in the future as well as to assess the 
proficiency and overall performance of the responsible team 
delegates. For the consultation team, this report specifies the 
tasks to be fulfilled in assisting Dropbox’s preparation for the 
launching, thus, the project manager is able to monitor the 
implementation during each stage and providing timing 
support for team members in critical time. The team member 
can use this report as a guideline during the assignment and 
self-evaluate their performance after each stage to improve 
efficiency. 
 

Scope of work 
 
Project Plus is committed to the consultation of the 
implementation of pre-launching and launching of Dropbox on 
2nd January 2017. Project Plus has no concern with the direct 
execution of the campaign. The mission of Project Plus in this 
project includes: 
 

 Planning a suitable timeline for the preparation of 
Dropbox introduction to meet the deadline while the 
project concept drawn by client is well preserved 

 Consulting the client on the reasonable allocation of 
money for each milestone 

 Identifying key factors which influence the 
implementation and give advice on how to balance 
the factors to gain satisfying results 

 Reviewing the procurement plan to ensure the 
external resources are efficiently exercised during the 
preparation 

 Identifying the risk incurred during the pre-launching 
and solutions to best tackle problems arising in the 
process 

 The scope of work excludes: 
 The brainstorming process of the event content 
 The implementation of any financial activities coming 

from client 
 The direct involvement in the selection and 

collaboration with vendors. 
 

Schedule 
 
The table below depicts the key milestone of the launching 
project. There are eight deadlines which should be strictly 
follow to ensure the plan go on schedule. 

Table 1. Describe 8 deadlines to ensure the plan 
 go on schedule of the project 

 

 
 

Brainstorming event scenarios: This is a crucial stage which 
lasts for 6 days in the whole process as the content of event 
plays an important part in the success of the introduction. 
Choosing the right agency to conduct this task shall ensure the 
consistency of the message the company would like to deliver 
throughout the campaign. After that, it is advisable to transfer 
the idea so that the agency fully understands the concept of the 
product and is able to draw a relevant plan of the event. The 
content of the event then should be reviewed thoroughly by the 
company before finalizing and moving to the next step. 

 

Table 2. Event scenarios in the whole process 
 

 
 

   

Permit obtaining: After a skeleton plan has been approved, 
the company should urgently strive to get permission from 
authority in order to be given the right to hold the event, 
especially if the company wishes to organize the event in a 
public place. This step includes the preparation of a full 
application form, which may be complicated in some regions 
and a patient waiting time for approval. If organized smoothly, 
this step takes 7 days to finish. 
  

Table 3. Steps preparation after the plan has been approved 
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Media coverage: As required, the introduction of Dropbox 
needs to attract a wide range of media, and obviously the 
successful launching of this product depends largely on media 
attention. This is clearly the critical path of the whole 
implementation process as failure in this stage will decrease 
the influence of the new product in the marketplace. Also this 
stage takes only 6 days; it needs to be replicated at a later time 
to ensure wide media coverage. 
 

Table 4. Stage introduction Dropbox by media coverage 
 

 
 

 
 

Venue booking: Once the scenarios have been drawn, an 
appropriate location should be promptly sought to enhance the 
influence of the campaign. After collecting a list of suitable 
venues, the advantages and disadvantages of them should be 
considered regarding the level of public exposure, the 
convenience in traffic and the compatibility to the equipment 
system. This is a quite complicated stage as it includes the 
discussion and long-lasting negotiation with venue owner in 
order to hire the place with a reasonable price and adequate 
support to hole the event. 
 

Table 5. Stage to the discussion and negotiation for venue 
booking the event 

 

 

 
 

Entertainment: Entertainment plays a key role in every event 
as it is the main factor that draws audience’s attention. An 
appropriate performance in public place needs to be prepared 
well in advance with the content being thoroughly revise and 
censored in advance to ensure its suitability to the campaign. 
This stage may take longer than others due to the dependence 
on the performers, which are usually popular artists with tight 
schedule and high price. 

Table 6. Stage for the revision and censor 
 

 

 
Catering and security service: This stage seems to be of little 
importance compared with others, yet without a well-planned 
procedure it is hard to conduct the event in a professional way. 
Catering refers to the activity of providing food and beverage 
for events (The Balance, 2016), without smooth operation the 
whole personnel are unable to produce best results; while 
security is essential to ensure safety for the public and 
especially VIP people who are invited and seated in a separate 
Ares. Those people are often the center of attention thus strict 
principles on security must be applied to guarantee their 
safety.  Assuming any incidents happens with one of those 
privileged, the event is likely to received negative responses 
and comments from the audience rather than positive ones. 

 
Table 7. Stage for catering and security service 

 

 

 
 

Visual design and technical setup: After a location for the 
event has been finalized, the organizational agency starts to 
plan a visualization and setup scheme to reinforce the effect of 
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the campaign. The visualization and the technical requirement 
must accompany each other in order to deliver effective 
presentation to attract attention. The procedure may take up to 
two weeks to finish as the preparation of the compatible 
equipment needs to be specifically ordered. 
 

Table 8. Proceduce of visual design and technical setup 
 

 
 

 
 
After almost every step has been taken, a final review of the 
whole process is necessary to eliminate the slightest flaw of 
the campaign.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As mentioned above, media channels are crucial factors in the 
success of the event and needs regularly attention, thus a 
reminder to different channels will prevent their ignorance of 
the event. Technical setup has to be carried out in roughly 4 
days with testing and trial to make sure the system operate 
smoothly 
 
Budget 
 
The allocation of the budget is based on the level of 
importance of each stage and each sub-task. Due to the 
requirement of the client, which is to hold an impressive and 
influential product launch, the process concentrates on 
boosting marketing activities. Thus a one-third of the budget 
should be spent on marketing to ensure wide media coverage. 
Another third is allocated for partnership between Dropbox 
and the event agency as this key stakeholder is responsible for 
carrying half of the tasks during preparation (idea and concept 

planning, performance selection, visual and technical design) 
to make sure the presentation of the event is compatible with 
the content of the advertising campaign. 
 

Table 10:Stage finally review of the whole process to eliminate the 
slightest flaw of the campaign 

 

 
 

 
 

A similar amount of 13 percent is spent on the location and the 
equipment as the venue can be fully exploited to enhance the 
presence and efficiency of the event, as well as a hub for 
attracting attention from various groups of audience.  The 
remaining part is assigned to security and catering service and 
permit obtaining factors of secondary importance yet cannot 
be ignored when holding an event. Budget allocation is the 
must-do step in any project planning, for this is a simple yet 
effective tool to prevent loss and maximize the utilization of 
financial resource. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Project Stakeholder Analysis 

 
During the implementation process, there are different 
stakeholders; theindividual role of each has significant impact 
on the overall process. They are listed as the client (Dropbox) 
who hires the consultation service, the consultation company 
which signs the partnership agreement, the consultation team 
who is assigned to support the client in executing the event and 
the outsourcing resources who actually involved in direct 
preparation of the launching. From the RACI chart, it can be 
seen that vendors are often categorized as “Responsible”, 
which means that they are the main force to actually complete 
the task (Sandra Diaferio, 2016). To be particular, in most of 
the stage they hold responsibility for carrying out the 
necessary job to fulfill the demands within time allocation. 
When it comes to programming a detailed scenario for the 
event, vendors take into account the requirements and 
objectives of Dropbox to present a completed flow of the event 

Table 9. Expected the allocation of the budget is based on the level of importance of each stage and each sub-task 
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from the beginning to the very end. In some cases, their 
involvement is unnecessary and of little importance as permits 
obtaining and media coverage as these tasks are not included 
in their scope of work. 
 

 

 

 

 

The client, which is Dropbox, similarly, acts as the 
Accountable, who is ultimately answerable for the activity or 
decision (Sandra Diaferio, 2016). The responsibility in every 
task cannot be taken by the vendor, during each stage the 
supervision and final revision should be carried out by the 
client to ensure the content and results of each task are to the 
point and meet client’s expectation. Sometimes the client itself 
holds complete responsibility to fulfill the job, such as in 
permit obtaining or media contacting, as their position in the 
RACI model is typical and cannot be replaced. The 
consultation team acts as the stakeholder to be consulted prior 
to a final decision (Sandra Diaferio, 2016). In particular, every 
single decision made by the client has to go through this 
team’s revision to make sure the plan is strictly followed and 
executed.    
 
The team’s participation in this process is unchangeable in that 
they cannot switch from one role to another, unlike the client 
or the vendor-due to their typical position in the matrix. 
Besides, the consultation team has to link closely to the client 
and the discussion and information process should be mutual 
so that a satisfactory result is pulled off. The consultation team 
reports directly to Liz Stanbridge, who is in charge of the 
Technology sector. The last force to be mentioned in the 
process is the consultation company which is Project Plus, 
with the main responsibility comes to the Practice Director of 
Technology in particular. This is the group who needs to be 
informed after a decision or action is taken (Sandra Diaferio, 
2016). They control the whole consultation process and keep 
track of the pace. It can be seen that when the responsibility is 
equally delegated among different stakeholders the whole 
process runs smoothly and encounter less problems. The 
reason is because there is no force which is receiving 
overloaded responsibility, meaning that the implementation of 
the project does not depend largely on any group to complete. 
 

Project procurement strategy 
 

With the detail work breakdown structure, it can be implied 
from the implementation that Dropbox would have to solicit 
specific vendor in event organizing, catering and security 
sector. In order to manage the procurement strategy, the 
company should follow three simple yet productive steps that 
have proved to be of great help. Firstly, Dropbox procurement 
team itself should be able to answer the question: What do 
they need from vendors. The requirement must be as clear as 
possible to prevent vagueness and confusion when it comes to 
work with vendors. The more specific the requirements are, 
the more likely the company is to find the suitable vendors 
within a limited time. Secondly, a thorough research of 
potential vendors should be conducted internally in terms of 
their reputation, experience and license to eliminate unreliable 
ones.  

Then the shortlisted candidates are benchmarked again with 
criteria concerning their professionalism to find the most 
appropriate ones. The outcome of this process is a limited 
number of companies with highest chance of suitability for the  
 
 
 
 
 
 
 
 
 
preparation of the event. With this list, the client (Dropbox) 
can start the restricted tendering (a procurement method that 
limits the request for tenders to a select number of suppliers, 
contractors or service providers) (The Procurement Classroom, 
2016). For each type of vendor, there are a number of 
particular to be judged before the company decides which 
organization is the suitable choice for the launching of 
Dropbox event. As for the event agency, which plays a 
consistently important part of the whole process, the first point 
to be examined is their experience in holding events of similar 
scale. The company does not necessarily need to possess 
valuable skills in big and popular events as this may lead to a 
quotation that cannot be agreed by the financial department. 
The experience in organizing events of same scale or related 
fields is enough to ensure effectiveness. What is more 
important is the firm relationship between the agency and 
other outsourcing companies that will determine how well the 
agency delivers the event. Without proper and high quality 
suppliers, the agency itself may find it hard to organize an 
event in terms of backdrop design, visualization and 
equipment system.  

 
As for the catering company, it is essential that they have 
acquired legal document and license in the field to ensure 
hygiene and professionalism. The event would become 
disastrous if a scandal concerning food hygiene occurs, which 
is pitiful as this section only play a small role compared with 
marketing, security and performance during the event. 
Secondly, the catering service provider needs to guarantee the 
authentic quality of the food, which means that they also have 
a collaborative partnership with food suppliers. Thirdly, this 
company should be fully staffed to prevent unwanted 
interruption of the catering service, which is another flaw that 
should be avoided during event time. As for the security 
service, the procurement division should make sure they hire a 
security company with updated methodology compared to the 
current market. The company should also be experienced in 
dealing with unexpected problems arising during the event that 
affect audience and VIP’s safety. The bodyguard of the 
company should also be reputable for being well-equipped and 
smart in handling sensitive situation to ensure overall security 
condition of the process, especially under the observations of 
various media channels. Procurement closure refers to the 
process of completing each procurement (PM Study Circle, 
2016). In order for the procurement to close properly, it is 
essential that the implementation of the vendors be monitored 
regularly to ensure every single aspect of the product or 
service is relevant to requirement. Besides, a final review and 
revision of the product or service should be the first priority if 
the company wishes to close contracts smoothly.  
 
 

Table 11. Shortlisted candidates are benchmarked again with criteria concerning their professionalism 
 

 Client (Dropbox) Consultation company (Project Plus) Consultation team Vendor 

Brainstorming event scenarios A I C R 
Permit obtaining R I C - 
Media coverage R I C - 
Venue booking A I C R 
Entertainment A I C R 
Catering and security service A I C R 
Visual design and technical setup  A I C R 
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Table 12a. Risk indentification and risk response plan 
 

 
 

Table 12b. Comtingency plan and control with risk 
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In case the product shows some flaws and does not meet up 
with expectation, the vendor should be given detailed 
comments and specific requirement on how to modify the 
product. 
 
Project risk register 
 
The table above details the risks that the company may 
encounter during the implementation process. There are ten 
risks to be anticipated from the work breakdown structure, 
most of which comes from external forces, says, the 
prolonging in permit obtaining and the lack of compatible 
technical system to support the event. A small proportion of 
the risks includes internal factor, namely the incompetence of 
the company to solicit a qualified vendor in security service or 
budget allocation in which the budget is wrongly estimated. 
The table contains a strict schedule from which every 
procedure is revised and reviewed regularly with specific 
accountable people to reduce the possibilities of misleading 
orientation and miscommunication. 
 
Reflection and Conclusion 
 
The report is a valuable guideline in project management in 
order to achieve the goal set by client: to successfully launch 
Dropbox, a new product that features an outstanding function 
in data storage. The report details a schedule with work 
breakdown structure to help client manage the timeline to 
reach important milestone. Besides, the report provides the 
estimated expenditure on each stage and the reason for money 
allocation so that the company can make best use of the 
budget. This document also presents an essential strategy on 
procurement management, including vendor selection criteria, 
procurement closure process as well as contract management, 
which assists the client in working effectively with 
outsourcing force to produce desirable results.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A risk management is also included in the report to anticipate 
and provide solutions when problems emerge during each 
section. 
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