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Capstone Project Management Plan

Purpose of this document:
This document provides guidance on the scope and content of a capstone management plan, which is the road map for your capstone project. The plan helps to set the stage for how your team will work together, including team norms and roles & responsibilities, clearly outlines the project goals and objectives, and establishes an initial meeting schedule to establish a workflow. Revisiting and updating this document as the project progresses is recommended, so it continues to provide a useful framework for the capstone process.

Each capstone team should submit one capstone management plan to Tiffany Comtois-Dion and copy all team members, the faculty advisor, and client.

Sections of the capstone management plan:
Please include the following sections in the management plan. There is no specific required length, but 5-10 single spaced pages is usually sufficient. Students are free to include any additional elements they, the supervising faculty, or the client organization deem important for their project management plan.
 
1. Project description
a. Brief background that sets the context for the proposed study (this may include a review of relevant literature)
b. Problem or opportunity the project addresses
c. Overall project goal
d. Project objectives. Objectives are the fundamental and measurable goals of your proposed work; they must be achievable and specific.
e. Project deliverables
 
2. Project schedule: The schedule helps to assess whether the proposed work is feasible as planned and establishes milestones. It can be helpful to organize the information in tabular form (e.g., Gantt chart) or bulleted list that includes the following:
a. General frequency of meetings with faculty mentor and/or client
b. Capstone credit distribution (number of credits by quarter)
c. Planned deliverable dates
 
3. Potential challenges and solutions: Overview of potential challenges with respect to access to data, time constraints, travel restrictions, personnel schedules, or any other anticipated issues specific to the project. Briefly comment on how you might mitigate these challenges or plan for contingencies.
 
4. Project management, team roles, and communication
a. Team member roles and skillsets. Describe what each team member’s role will be. Include a description of skills you already have that are needed to complete these tasks, skills that are still needed to complete these tasks, and proposed courses (or other training) to gain these skills.
a. Individual goals. List goals related to your degree and career that this capstone will help you pursue. This is the only component that is completed individually by each team member.
b. Communication and collaboration plan. Outline team norms or agreements regarding your collaboration approach and communication tools and approaches that will be used by the team (e.g., email, Slack, Google drive, etc.).
c. Data sharing and data management plan. Describe procedures for data collection, quality assurance, storage, and sharing (including who will have access to the data during and after the project).
d. Progress reporting and feedback. Describe approach (and intended frequency) for communication of progress from students to faculty/clients and feedback from faculty/clients to students.
 
5. Required institutional approvals. If applicable, list any required approvals from the UW Human Subjects Division of the Institutional Review Board (IRB), the UW Institutional Animal Care and Use Committee (IACUC), or state or federal collection permits. Include the status of permits / protocols and individuals responsible for overseeing the process (this will typically be the faculty advisor and/or client).

