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ALIASES, EMAIL ETIQUETTE AND FILE NAMES
ALIASES

Prof. Carrera has already created an alias for each team, as follows:

ve06-murano@wpi.edu
ve06-retail@wpi.edu
ve06-taxi@wpi.edu
ve06-birds@wpi.edu
ve06-scuole@wpi.edu
ve06-canals@wpi.edu
These aliases contain ONLY the email addresses of the student members.  If you want to email the project advisors, you can use the ve06-faculty@wpi.edu alias or the individual professors’ email addresses (sjiusto@wpi.edu and carrera@wpi.edu). 

The groups inside my.WPI are useful, but when it comes to communicating with the outside world, like your liaisons, we need a "regular" address that reaches all of you.  You should ALWAYS address all your emails to the entire team (at least in the cc:) as well as to outsiders (including – when appropriate – your advisors).  This makes it easier for the respondent to reply to all your team.

Additional aliases can be created by going to: https://www.wpi.edu/Academics/CCC/Services/Email/mailinglist.html
We will use the aliases in our correspondence with the liaisons.

EMAIL ETIQUETTE

Emails to sponsors and advisors should always be professional (clear and grammatically correct sentences), though you may be more informal with advisors than sponsors. When you email your advisors, please copy the message to the alias group, so when we reply we can reply to the whole group and not to just the student that sent the email to us (except when you wish to communicate privately with your advisors). Always put your team's "nickname" in the subject followed by a colon and then put a "meaningful" subject.  For example:

Murano: Draft of Introduction
Birds: Assignment #3

Scuole: question

Retail: meeting request

FILE NAMES and DOCUMENT HEADERS
When you create any files from now on and then attach them to messages, always prefix the file name with the term and with your team's tag.  Try to use underscores instead of spaces (makes it easier later when we put stuff on the web).  Here are some examples:

Proposal_ B06_Canals_.doc

Report_B06_Taxi.doc

Always include your team’s full name or nickname INSIDE the document as well.

We recommend you use the document’s First Page Header for that purpose.

PROJECT MEETINGS

GENERAL INSTRUCTIONS

Every team will meet with the advisors once a week for 45 minutes.

Here are some ground rules for PQP meetings.  They will apply for project meetings when on site as well.  For more insights, take a look at The Manager's Guide to Effective Meetings by Barbara J. Streibel.  You will find plenty of useful suggestions about meetings in there, but you need to adapt some of the advice to the project environment since the book is aimed at businesses.

The IQP is a learning experience in several dimensions. One of these is a professional dimension. You will be working with professionals in the city, and we expect students to learn how to properly function in a professional environment. 

· Arrive on time. Please let your team members or advisors know in advance if you have to miss a meeting for legitimate reasons.

· Be prepared. This includes completion of weekly tasks and writing assignments. 

· Bring an agenda. Agendas typically include weekly accomplishments, questions or issues needing attention, and plans for the upcoming week.  More on the Agenda below.

· Bring the Team Task List. More on the task list later in this document.

· Run the meeting. One team member will act as a meeting chair and will control and coordinate the proceedings (on a rotating schedule).

· Take minutes. At least one person should do this, and you should rotate minute-taking duties for each meeting. Moreover, each person could also take notes and the team later combines them into one set of minutes.  Minutes are typed up and sent to advisors (and sponsors when on site) by the next business day.  More on Minutes below.

· Dress properly. For PQP meetings this means normal attire for attending classes, except please remove outerwear and all caps and hats. For sponsor meetings, attire will include business dress appropriate for the agency. Usually this is a collared shirt and tie for the men and business suit for the women (with appropriate shoes in each case---no sneakers). 

· Do your “homework”.  Remember that ID 2050 + PQP = 1/2 unit, and 1/2 unit = 25 hours/week per person.  Since you will only be in classes and meetings with us about 5 hours/week, this means that each person will need to put in about 20 person-hours of outside work the project each week.  We'll be looking for evidence of this in our meetings.  Some of this time MUST be spent meeting and communicating with your teammates for things to go smoothly.

· Bring Evidence of your work . Plan to attach a packet of information to the agenda every week to demonstrate what you’ve done and to prepare the discussion.  Keep the packet brief and to the point.  No need to swamp the advisors with paper if it’s not digestible at a glance.

· You should use the same format and procedures for all meetings you have among yourselves

· Meetings schedules will be arranged at start of classes

· Additional times will be set up as needed.

Meeting Secretary (or Recorder)

· One team member will act as a meeting secretary and will record the proceedings (on a rotating schedule)

· The secretary will produce the meeting’s AGENDA before the meeting (see below) and then write-up the MINUTES at the end of the meeting (see below).

· A different person will then become responsible for the following week’s meeting AGENDA, RECORDING and MINUTES

· Agendas and Minutes will be archived weekly in the log notebook (see separate section about PROJECT LOG)

· The performance of each student as the secretary will be noted and will count toward the final grade

The first meeting among yourselves
Here is a guide for your first team meeting (without advisors):

· Introduce yourselves, and get to know each other a little.  It's a good idea to go around the room and talk about how each of you is feeling about the project and the entire prospect of going off-campus for your IQP. 

· Exchange information (telephone numbers, IM addresses, etc.).  Talk about preferred modes of communication; you need to know if your partners are "e-mail people" or not, for example.  Make sure you check YOUR email frequently.

· Discuss your schedules for the term, and some meeting strategies. 

Some General Advice Regarding Meeting With Your Partners

· It's important to realize that your partners are likely to have different styles of working and interacting with others than you do.  Try to be aware of your own style and openly seek ways to work together.  Diversity is a strength in project work--it usually makes for better results--but it also makes the teamwork more challenging.

· If some team members already know each other well, it's important NOT to have meetings by yourselves about the project, especially before the team is able to meet about a particular issue.  Do your best to save your ideas for when all of you are together.
· Rotate who runs the meetings among all  partners.  Not everyone is equally eager or experienced in doing this, but it's important that everyone has chances to do this. (We'll be expecting you to do this in meetings with us.)

· Be careful to rotate other tasks, such as note-taking, research, etc., among all partners. Don't fall into the roles you're most comfortable with unless everyone has agreed on it. Avoid roles based on gender, whether out in the field, or in meetings.

· Make certain that all members get time to voice their opinions and ideas.  Don't let anyone dominate the discussion.  It is VERY hard for extroverts to learn to SHUT UP long enough to let other people have time to think through and voice their ideas.  Extroverts like to think aloud, and actually start talking before they know what they’re going to say.  Consequently, they are always ready to say something BEFORE other people, and are also more fond of having the floor than others.  The results aren't good unless we learn to make a point to hear from those who aren't as quick to voice opinions.  Their ideas are often much better thought out!

· When there are reasons for the team to break into twos – and there will be many times during prep and the project when this makes sense – be sure to split yourselves up in varied ways, especially at the beginning.

· Schedule meetings in locations that are convenient and comfortable for all members.  Meeting on "neutral turf" somewhere on campus might be most effective.

AGENDA

The project team has the responsibility to run weekly meetings.  The progress report /agenda for each meeting should always include the following items:

· Project Mission and Objectives.  It is very useful to keep the project’s mission and objectives listed at the top of your agenda every time you meet with the advisors (or with anybody else).  This will act as a constant reminder of why you are meeting and will also be an opportunity to revise and hone the mission and objectives from week to week.
· Accomplishments in the previous week. Instead of just providing a laundry list of topics or tasks, really try to make your report informational, so that it has some take-away value. What specifically did you learn? What major issues emerged? What key resources did you find? Where appropriate, include attachments as part of an agenda “packet” in order to provide more information. Do not list “trivial” accomplishments such as sending an e-mail, making a telephone call, etc., nor should you list obvious, routine things such as going to meetings and classes.  Focus on substantive accomplishments of interest to the attendees, and especially on the outcome of your efforts.

· Topics to be discussed at meeting.  The agenda should set the tone for the meeting.  It should contain a list of items to be discussed, both related to project logistics, as well as to content.  A bulleted or numbered list will suffice.  Be specific in your items list.  Do not use generic headings.  If you want to group discussion items into larger heading, do so, but make sure that the specific topics to be discussed are listed.  .

· Plans for the next week. Again, focus on substantive plans and what you intend to accomplish by the next meeting. Be specific, and include who will be doing what.

Another way to gauge the appropriateness of these agenda items is to ask yourselves if the content reflects the level of expected effort (outside of class) for a one week period, which is about 80 hrs/team! Are the outcomes of about 80 hours evident?  Remember that each team member should participate in every meeting, with responsibility for some subset of the agenda items. The chair’s role is to keep the meeting on track, not to report everything himself or herself.

· The agenda should fit on a single page.

· Unfinished tasks from last week should be moved to the “action” list for the current week.

· The secretary must send the AGENDA to the team alias and to the advisors by NOON the day before the meeting.   The mailing must follow proper email etiquette.

· The secretary must bring enough copies of the AGENDA to the meeting.  Each advisor will get a copy and one copy will be for the team.

Agenda For First Meeting With Advisors

The advisors will produce the FIRST agenda.  After the first meeting you will be in charge.

Examples of past student Agendas are available on the Handouts page. Consult your text book (The Manager's Guide to Effective Meetings by Barbara J. Streibel) for more guidance.

MINUTES


The secretary should compile the minutes soon after the meeting took place.  He/she should record the meeting date and start and end times as well as the people in attendance.  The secretary’s name should be indicated at the top.


The meeting minutes should be written by filling in the spaces between the agenda’s discussion topics, using the agenda document as a base.  One or two sentences under each topic should suffice to summarize the discussion.  Make sure you keep track of whatever conclusions were reached, as well as loose ends.  Action decisions should be noted and tasks assigned to specific people.  Deadlines should be placed on tasks assigned.

Here are some important items regarding note-taking during project meetings with the advisors:

· Advisors usually get annoyed when they participate in project meetings in which no student is writing anything. 

· Taking notes shows commitment and a good attitude toward the project---the kind of things that help students earn better grades.

· Although some advisors can be accused of talking just to hear themselves talk, most of what we offer is meant to help the group and is worth recording. 

· Reporting those suggestions in the minutes is important---particularly for efficient follow-up.

· At the end of a meeting we will typically ask: "So what will you do this week?"  When there has been little or no note-taking, the response is usually "Uh, I guess we'll….OK……uh,…I didn't write it all down", or "We're going to do all the things we just talked about."  Neither response is acceptable.

· When minutes read like: "Discussed improvements to next draft", that's not helpful.  A better example might be something like:  "Discussion on background research included:

· contact Prof. XX about (topic)

· check library at Univ. of YYY for  reference on (topic)

· investigate use of focus group methods for objective 6

· Make sure you tag each action item with the name of one or more team members who will be responsible for carrying out that task.

· Make sure you put a deadline next to each action item as well.

· At the next meeting, the people responsible for each action item should have specific results that directly relate to each item. Note that follow-up can mean providing a valid reason for rejecting a suggestion. For example: "Joe contacted Prof. XX and she told him that…(topic)….wasn't important in this problem, so we don't need to worry about it", is way better than "Oh, we forgot you suggested to contact Prof. XX.----We'll do it this week." The most frequent reason the latter answer is given is because no one wrote down the suggestion during the meeting.

· The secretary must send the MINUTES to the team alias and to advisors by NOON the day after the meeting.  The mailing must follow proper email etiquette.

Examples of past student Minutes are available on line. Consult your text book (The Manager's Guide to Effective Meetings by Barbara J. Streibel) for more guidance.

PROJECT LOG & PROJECT LIBRARY
Due: 
Ongoing, brought to every team gathering, beginning with the first PQP meeting
Purpose: 
Develop research project management skills by maintaining an organized reference file of all project-generated documents, including meetings documents, assignments, team decisions (e.g., norms, task responsibilities, etc.), faculty feedback, etc. 

PROJECT LOG
General Description
· Every team will be required to keep a “Project Log”, using a 4”, 3-ring binder.

· The team must keep the Project Log up-to-date and bring it to every team meeting.

· It will be a repository for everything that each team produces in the course of the PQP

Project Log Contents

The Project Log will contain 7 tabbed dividers to separate each week’s information and each weekly section will in turn contain the following items, more or less in this order:

· Current “Team Task List”: A running log of all project-related team and individual tasks, indicating what, when, who and status of each task. 
· PQP meetings: All agendas & minutes of weekly PQP meetings and any other meetings with faculty

· Summaries of the main contacts, meetings, interviews, letters or emails for the week

· All assignments due that week

· All returned assignments, drafts or other work commented on and returned by faculty

· Any team-dynamics issues that emerged during the week

· Anything else that is of importance to the project and was collected or produced that week

If one notebook should prove not to be enough, add others as needed.

Project Log Submissions and Grading

· The Project Log should be brought to every PQP and team meeting. The log will be reviewed and graded occasionally by the advisors. 
PROJECT LIBRARY
The Project Library should contain project-relevant research articles, brochures, web page printouts, books, sponsor information, and other documents investigated as part of your project. Wherever practical, keep full copies of important articles, etc. for later reference. Purchase or arrange to borrow books you will need to have on-site. Keep documents in a 3-ring binder and\or other appropriate container. Maintain an annotated bibliography of materials in the Project Library as a table of contents.

TEAM TASK LIST
Each team must create and regularly update a Team Task List. Such a list is essential for keeping track of and knowing who and when various activities need to be accomplished. Below you see a sample spreadsheet you may wish to use (available in MyWPI under COURSE DOCUMENTS>PROJECT MANAGEMENT), or create one of your own. Assignments and suggestions made by advisors in class and PQP should be added to the Task List, as should all team-initiated tasks. Use the Task List as a reference in your team-only meetings and bring hardcopies of the current Task List to all PQP meetings. You may assign the weekly PQP secretary to update the Task List, or have this be an ongoing responsibility for one individual. Either way, all team members share responsibility for staying on schedule and completing and communicating task status to whoever is managing the weekly Task List.

Sample: Information incomplete and not necessarily accurate – check all!
	Team Task List: Parking Study
	
	Last updated:
	1/12/2005

	What
	 
	When
	Who
	Status
	Notes

	Submit Project Preference form
	 
	Th 1/13, noon
	All
	done
	 

	From "Project Management" packet
	 
	 
	 
	 
	Review packet together, assigning responsibilities

	PQP secretary (week 1): minutes
	
	W 1/19
	Ozzie
	
	

	PQP Log & Library (buy & set-up)
	
	W 1/19
	Ozzie
	
	

	Alias (set up & notify)
	
	Su 1/22
	
	
	

	Team meeting schedule form
	
	Su 1/22
	Team
	
	

	PQP registration
	
	W 1/19
	All
	
	

	Contact librarian
	
	Su 1/22
	
	
	

	Review document formatting & check that first papers comply
	
	Su 1/22
	All
	
	

	Grading memo: read 
	
	M 1/17, class
	All
	
	

	"Sample Proposal" assignment
	
	M 1/17, class
	All
	
	

	"Library Tutorials" assignment
	
	W 1/19 & Sa 1/29, 9:00AM
	All
	
	

	Team Task List: set-up and update
	
	W 1/19 PQP, then ongoing
	
	
	Create 1 list for team use, and individuals may wish to create their own.


TEAM SCHEDULE FOR MEETING AVAILABILITY
Project Title:_________________________________________________________________

Instructions:  Cross off all times that your whole team is NOT available for meetings with advisors or with your teammates. Please include only those commitments which absolutely cannot be changed.  You need to give this schedule priority over other activities (except for other classes).  You can use this form to figure out when you can meet each other, as well as with your advisors.  Bring this to the first class.
	
	Mon
	Tue
	Wed
	Thu
	Fri

	8:00-8:30
	
	
	
	
	

	8:30-9:00
	
	
	
	
	

	9:00-9:30
	
	
	
	
	

	9:30-10:00
	
	
	
	
	

	10:00-10:30
	
	
	
	
	

	10:30-11:00
	
	
	
	
	

	11:00-11:30
	
	
	
	
	

	11:30-12:00
	
	
	
	
	

	
	
	
	
	
	

	1:00-1:30
	
	
	
	
	

	1:30-2:00
	
	
	
	
	

	2:00-2:30
	
	
	
	
	

	2:30-3:00
	
	
	
	
	

	3:00-3:30
	
	
	
	
	

	3:30-4:00
	
	
	
	
	

	4:00-4:30
	
	
	
	
	

	4:30-5:00
	
	
	
	
	


PROJECT REGISTRATION FORMS
At the beginning of the PQP: The Registrar’s Office requires each student to fill out on-line the form at: www.wpi.edu/Admin/Registrar/Forms/, then print it out for signatures. Bring your completed, signed form with you to our first team meeting. Save a copy for your records (you’ll need it for filling out Registrar’s forms at the end of the IQP).
Bring the forms with your personal data already filled out to the first PQP meeting.
DOCUMENT FORMATTING REFERENCE
For IQP proposals, reports, drafts & most other documents

Identifying Information

Always put your NAME(S), TEAM, ASSIGNMENT TITLE and identify for each section the lead AUTHOR and REVIEWER, using the Draft Submission Cover Sheet (for short individual or team assignments, you can skip the Cover Sheet and put the information on the first page of the document).

Staples

All documents must be stapled (or clipped, if too thick to staple).
Page Numbers


All pages MUST be numbered from day one (i.e., from the very first draft of the very first chapter).  Word will number the pages automatically, so use this feature.  Page numbers should appear at the bottom of the page (RIGHT or CENTER).  Consider Garamond 12pt. as a font for the page number.

Margins

The final document should have margins of 1” on Top, Bottom, Right and Left.

Line Spacing


Finished PQPs should be spaced using 1½ line spacing.

Fonts


When printing, one could use several fonts, however we suggest Garamond 11 Pt. or Times New Roman 12 Pt. as the default "Normal" font.

Headings

All sections should be preceded by proper headings.  Always use the “Heading 1”, “Heading 2”, etc. styles in Word. You may use a fourth level (“Heading 4”), but you should not go beyond four levels of headings.  Heading numbers are optional.  See the Report Formatting Summary Table below for suggested heading style formats.

Figures


Your report will contain numerous illustrations.  Whether these are photos, graphs, charts or diagrams, they are all going to be called FIGURES.  You should adhere to the following guidelines:

· As much as possible figures should be incorporated into the text and not placed on separate pages (this rule is less important in early drafts).

· The reader should be allowed to view the figure and the accompanying text simultaneously whenever possible.

· Full-page copies of the most important graphs could be placed in a special appendix referenced in the document’s body near where the smaller version will be inserted.

· The sources of figures that were not produced by your team should be referenced.  This could be done with footnotes at the bottom of the individual pictures or on a separate page, either at the end of each chapter or at the beginning/end of the entire PQP. 

Tables 

Your report will also likely contain information in TABLES (data in rows and columns).  Tables are generally labeled separately from FIGURES, but should be presented in keeping with the rules for FIGURES, and 

· Avoid tables that “break” across pages (i.e., are not all on one page), unless absolutely necessary. 

Captions

· Each illustration should be accompanied by a “Caption” inserted right below it, and centered.

· To insert a caption select "Insert - Caption" in Word.  This will guarantee that the captions will be automatically numbered and the List of Figures can be automatically produced.

· For all captions, we suggest using an Arial Narrow font, 10 points, not Bolded.

· You may need to use a Frame to place the illustration where desired and to let the text of the document flow around the illustration.

Cross-References

· All graphs, Tables and Figures should be referenced in the text and each should be numbered.

· References should be made by figure/table number and optionally by page, but never by page alone.

· The preferred numbering system is to use a combination of Chapter number and figure number, such as Fig. 6-12, i.e. the 12th figure in chapter 6.  This makes it easier to put together the PQP without worrying about the numbering being dependent on previous unfinished chapters.  However, simple, continuous numbering is OK too.  Most word processors have an automatic numbering feature, use it!
Citations and Footnotes

· All material, data, and concepts that do not originate from your fertile minds should be referenced clearly. This applies to quotes (which should be quoted) as well as to generic concepts or ideas derived from outside sources. Details will be covered in class.

· Occasionally, there may be a word or a concept in the text that needs some explanation.  In this case, a footnote is also in order at the bottom of the page, to explain the meaning of the word or to expand on the concept.  A Glossary of terms could be included in one of the Appendices to explain all project-specific terms that appear frequently in the text.

Final Proposal and Final Report

Special instructions for final proposals and reports will be provided later.

Report Formatting Summary

	Item
	Specification
	Notes

	Margins
	1"
	All (Top, Bottom, Right and Left)

	Line Spacing
	1 ½ 
	

	Heading Style Formats (recommended)

	Normal Font
	Garamond, 11pt
	

	Heading 1
	ARIAL 14, ALL CAPS, BOLD
	

	Heading 2
	Arial 12, Bold
	

	Heading 3
	Arial 11, Underlined
	

	Captions
	Arial Narrow 10
	Centered under figure/table


DRAFT SUBMISSION COVER SHEET
(submit with each written assignment) 
Document Title:

_________________________________

Team/Project Name:
_________________________________

Date submitted:

_________________________________

Edited by:


_________________________________

	Sect. # or Name
	Written by
	Reviewed by
	Major Changes?
	NOTES

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


OVERALL NOTES:

(use back of sheet if necessary)
MISCELLANEOUS 
IGSD Information and Forms for Projects Off-campus

Please visit and remember www.wpi.edu/Academics/Depts/IGSD/Students/ as a key source of information on WPI policy and “how-tos” concerning laptops, cell phones, travel documentation, etc. 
Library assistance

Reference Librarian Patricia Flanagan (x6159, paf@wpi.edu) or one of her colleagues will help you learn how to find essential information (journal articles, government reports, newspaper articles, etc.) for your project during both the preparation and on-site phases of your work. She can be enormously helpful to you.  You will receive instructions and assignments regarding the library research process. 
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