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Introduction - What is the TEAM program?

Welcome to TEAM, a course designed to give graduating commerce, science, law, and applied science students a “real life” experience in the context of a supervised industrial project.  TEAM is not a senior design course, not a research project or term paper, nor a thesis course, and is not intended to teach a specific engineering or business curriculum.  The work you do will be entirely predicated on the needs of your industry partner, and may or may not involve concepts from your previous course work.  TEAM will allow you to hone your professional, management and interpersonal skills while demonstrating your ability to adapt in a working environment. 

Unlike a senior thesis or project course, TEAM matches students from various disciplines and faculties to accomplish a short-term consulting project for an industry partner.  Paying clients will expect the top-notch work and commitment promised by Queen’s reputation.  We will do everything we can to advise and guide your teams, but the work will be exclusively managed within the student groups.  

TEAM began as an initiative of the Department of Chemical Engineering and the School of Business when its founders (Barrie Jackson and John Gordon) recognized that senior project work rarely required the diversity of skills required of typical professionals upon graduation.  Originally known as TIP, (the Technology Innovation Program) TEAM was created to give you a head start in a competetive world.

Previous graduates have had many positive responses to TEAM and its influence on their new careers.  We also consistently receive high praise from industry partners on the abilities of Queen’s students and their satisfaction with the program.

Students who participate in TEAM must be willing to make a significant commitment of time and effort.  Your bid must convince us that you are keen to work with your choice of company, and well on the path to becoming a lifetime learner.  Successful TEAMs are not necessarily academic success stories - our most successful projects come from people who can compromise, commit, and perform, without the safety net of a final exam to guarantee an A.  

We ‘re excited to work with you in this challenging environment.  This manual is a tool to help guide you through the experience.   We also recommend that you read “Project Management for Dummies” written by Stanley E. Portny as it will be referred to within the manual.  Whenever 

[image: image17.emf]  appears, it is expected that you will refer to the book to obtain further detail on the topic. Keep both documents with you for reference throughout the project.  
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1
Conceive
“Coming up with the idea”
1.1
Tasks and Division of Labour

Being ultimately responsible for carrying out the entire project, your team must perform a variety of tasks -- administrative as well as operational.  Both are an essential part of the project and each team will be evaluated along both dimensions.  It is essential that teams assign responsibilities at an early stage.  Get together as a group to discuss the roles you will play, and set some ground rules for your team.  Specifically, you might consider things like the times and dates of your regular meetings, how you will resolve conflicts in your group, and what are acceptable excuses for being absent from meetings.  We’ll talk about these ground rules in a session on teamwork.

The following six roles are suggested guidelines, although we consider the first three to be extremely important.  Obviously, in teams of five, you’ll have to do some adjustments.

Group Coordinator/Leader: This person will coordinate the team’s activities, assign jobs and facilitate final decisions in case of disagreements within the group.  The group leader will co-ordinate the development of a project plan and act as chairperson for meetings, directing the discussion to avoid common pitfalls and sidetracking.  Although the leader is responsible for ensuring all of the work is delegated and complete, this does not mean a role with complete autonomy, nor that the leader will assume the responsibility for completing unfinished tasks.  Your team may choose to rotate this position among team members.  This must be agreed up front, and described in detail in your first progress memo.

Client Contact: This person will serve as the primary liaison between the client and the team, for all contact, excluding group meetings with the client.  This person must be aware of all the courtesies and protocol of dealing with a client, and meet the needs of the group members for whatever information and guidance are required from the client. A professional demeanor is essential.

Treasurer: This person will prepare the budget, account for expenditures and arrange reimbursement of group members’ expenses.  The treasurer is the only team member who will work with the project account.  The budget is to be considered an integral part of the project plan, and should be set down as soon as possible.  Accounts must be included in progress memos.

Documentation Manager: This person will manage and organize all information collected by the group through literature searches and other means.  The documentation manager should keep a logbook of all decisions made by the group, in the form of minutes for each meeting, which include the time, date, members present, decisions made, tasks assigned and responsibilities for achieving goals (see TEAM website for sample ‘Meeting Minutes’ document).  It would also be helpful to keep a log of all computer work, especially with respect to file names, back-up copies of work, disks, and particularly simulations, to have a complete record and to avoid duplication.  Some of the tasks of documentation may be delegated, where appropriate.  

Visual and Written Communication Manager: This person will serve as the group specialist in the production of visual and written work.  The communication manager will be in charge of editing the final version of all work produced by the group for the client, and developing standard formats for all documents.  Like the documentation manager, it will be important for this person to maintain an ongoing record of the group work, especially for the final report, with constant updates and input from the other members.  Note that group members should not assume that this person will proofread or bring poor quality work up to the group standard.  All work submitted should be of “finished” quality.

Logistics Manager: This person will manage the group timetable and be aware of the availability and whereabouts of each member.  The logistics manager will prepare an agenda for each meeting with advisors or clients, which will be provided in advance, and make reservations for conference rooms, travel and equipment.  This type of planning is best set down as soon as possible, since reservations are needed for many facilities and equipment at the university, and your clients may have inflexible schedules.

Once the team has assigned the above tasks and responsibilities, you should contact the client to arrange your first meeting.  After the meeting, the letter of proposal must be approved (by the instructors) and sent to the sponsoring company (preferably before the end of the semester).  

These positions above are mainly for administrative purposes and the bulk of the actual project work shall be evenly distributed among the group members according to individual strengths and preferences, which may be decided among the group.
1.2
TEAMwork

The success of the project depends on the team’s efforts.  While each member will be responsible for fulfilling assigned tasks, any individual’s effort will be incomplete and likely counter-productive if one is unable to work effectively with other team members.  

By the time the project exercise begins, you should be quite familiar with the idea of teamwork.  However, this course may be the longest in which you’ve ever worked with a team.  This is essential because the project team has to develop a “specialization” in the client’s industry, and build up its credibility with the client and their staff.  At the same time, this extended period of working together puts emphasis on the need to develop a positive team atmosphere-- that of trust, understanding and cooperation.  In short, it is essential that each member should contribute to the team by setting an example in terms of commitment, motivation and readiness to help.  Likewise, honesty is critical.  If problems arise, everyone owes the team a responsibility to work toward a resolution.

1.3 
Using your Advisor
A meeting report from your first advisor meeting should be submitted to the course instructors and should include items discussed, and decisions made, per the notes below.

The advisor serves as an additional resource for students in the completion of the TEAM project.   You should involve them in the course from the initial project assigning through to its final client delivery.   

You might consider this person your very own personal mentor or coach.  They are people with years of industry experience and sometimes experts in the field of your project.  They have chosen to be a part of the TEAM program, so make sure that you take advantage of their knowledge and support – their sole purpose is to help you.  It is common to be unclear of your advisor’s role in TEAM.  This guide has been written to help you determine how best to employ these people in the success of your project.  

The role of the advisor will vary with every project; however, all advisors are integral to the success of their group of students.   To fully benefit from the advisors' industry experience and knowledge, students should initiate contact at the commencement of TEAM.  The advisor should be involved in the development of the project proposal, as well as the ongoing tasks required for the project's completion.   Students should look to them for advice, ideas, troubleshooting, contacts, and anything else project-related.
Mentors are a key way in which organizations or individuals become self directed learners and develop new skills that are critical to their development.  Your ability to develop and grow within a mentor/mentee relationship will have a huge impact on your project’s success and your future success in the real world.  TEAM is an excellent place to begin developing this skill.  Should you want to learn more about mentor/mentee relationships, we suggest you refer to a book on the subject entitled “The Mentor’s Guide: Facilitating Effective Learning Relationships” written by Lois Zachary and available at www.amazon.ca.

Your advisor is there to be a supportive friend, and to provide you with a realistic viewpoint on your project plans and current tasks.  They can provide unique perspectives into the business world, as well as inform you of particular industry expectations that are primarily learned with time and experience. You will want to listen to their advice and feedback carefully.

One thing to realize is that many of our advisors are extremely busy, making it difficult (but not impossible) to fit you in their schedule.  Please keep this in mind when requesting assistance.  When you ask them to do something you should give them plenty of time to get it done.  (i.e. “Could you read a preliminary version of your proposal next Monday and get back to us by Thursday?).  It is best to keep them in-the-know of your schedule and deadlines, such that together you can identify busy times and alleviate problems before they occur. 

To understand how best to use your mentor you should understand a little about the mentoring process.  There are three general phases that a mentoring relationship progresses through: (1) Preparation   (2) Mentoring   (3) Closure

PHASE 1 - PREPARATION: Building a relationship (trust and respect) between you and your mentor and establishing ground rules and goals for the actual mentoring.  By the end of this phase, you should have written learning goals that your advisor can help you with, a solid understanding of how your advisor can help, and how much you can expect them to help.
TRUST AND RESPECT: Think of this in 2 parts: (i) team building and (ii) creating a relationship.  Here are some ideas to facilitate the preparation phase:

· At your first mentor meeting introduce yourselves and talk about your interests 

· Have your advisor explain who they are, how they got to where they are now, and why they want to be an advisor.  Try to gauge how their experience(s) could be used to benefit you and the project.  Take some notes.

· Discuss the technical and business aspects of project. 

ESTABLISHING GOALS AND GROUND RULES
· Set personal goals - make sure these goals are measurable so that you will know whether you have been successful at the end of the project.  Ask your advisor for help in setting these goals: Ensure that they are reasonable, achievable, and challenging.

-
Decide on a meeting schedule with your advisor - once a week is recommended, but biweekly meetings might be appropriate.  Once you agree on a schedule, stick to it.  

- 
Establish a turnaround time for asking questions and reviewing work (reports, memos, etc).

- 
Determine required project skills and how you will acquire those that are weak within the group -discuss the technical and business skills you think will be required for the project that you are unfamiliar with (i.e. background research into the XYZ topic, preparing a 18 week schedule for a project you have never done before in a topic you have never studied).   It is helpful to brainstorm ALL skills necessary for your project and to discuss these with your advisor - maybe they can teach you something, you can teach them something, or perhaps they know even more about it.  Talk, chat, discuss, take notes!!!

PHASE II – MENTORING: students should look to their mentors for:

(i) Support – listening, providing structure, serving as an advocate, building and maintaining the relationship, providing opportunities for learning (i.e. identifying other contacts, suggestions on where to find information, books, …),

(ii) Challenge – engaging in discussions, offering alternative viewpoints, providing the ‘industrial’ viewpoint, monitoring the process and evaluating progress of your goals, and

(iii) Vision – offering a map, suggesting a new language, providing a mirror.

Together with your mentor, you should monitoring the process to determine if you are achieving your learning goals.  Take the time to reflect on this once a month or whenever you feel it would be appropriate.  If necessary, make changes to further facilitate the mentoring process.

In addition to the above, your mentors will also provide advice, feedback, and evaluate your progress.  If you would like feedback, you should request it from your advisor, and make sure they know the type of feedback you require.  Always ensure that you discuss all issues, and come to a common understanding and path forward for improvement.  Feedback should (note the following is written from the view point of a mentor providing feedback to you):

· Be aligned with your goals (those things you created in the preparation phase)

· Describe the impact of your behaviour (i.e. “tell me about the impact of the behaviour…”)

· Consider the perspective of who is receiving the feedback (i.e.  “In my experience, I found that… I know that is not your situation, but maybe there is something to learn here.”)

· Consider carefully what was said  (i.e. ask for clarification  - “If I understand what you’re saying…”)

· Use a tone of respect (“I liked the way you … , I’m curious…, Have you ever considered…?”)

· Be aware of your communication style and how that would impact the mentee (“I find that I get defensive when…, I react positively to..”)

· Avoid feedback when you lack adequate information (“To be honest with you, I need to think about it a little more.”)

· Encourage the mentee to experience the feedback as movement forward (“when we started out… And then… and now…”)

PHASE III – THE CLOSURE
All good things come to an end.  At the end of your TEAM project you should review your goals and expectations with your mentor.  Together, celebrate your successes and obstacles overcome.  Provide your mentor with your thoughts on how they might improve as a mentor and consider your own progression in the future.  A final TEAM meeting at the end of the school year should take place with all individuals that were involved in the project; reflect on what worked and what didn’t so that it may be contributed to the lessons learned for future TEAM members.
1.4
Initial meeting(s) with the Client

Once the projects have been assigned, the groups should make an initial contact with the client to arrange site visits.  This initial meeting of the client and the assigned project team will likely occur in November.  The main goals of this meeting are:

· Introduce the team members to the client

· Understand the client’s business

· Clarify What you’re Trying to Accomplish and Why 
[image: image2]
· Clarify the project’s procedures, objectives, scope and expectations

· Identify the project champion and the audience list 
[image: image3]
· Identify sources of information

Introducing your TEAM members:
The team members should introduce themselves, giving some details about their past education and work experience, and briefly describe the roles they will play within the team.

Introducing the client’s business:

The client may choose to introduce the company to the team by means of a presentation or simply reply to questions.  In either case, by the end of the meeting the team members should have answers to the questions below.  Naturally, this may entail some up-front preparation.

· What is the client’s business?

· What technologies are involved?

· What are the goals and deliverable results for this project?

· Who are the company’s major suppliers, customers and competitors in the related business(es)?


· What sets the company apart from its competitors?

Clarifying Project Procedures:
At this point, the client and the team should have reached a common understanding of the project’s objectives and scope.  The next step is to determine the administrative guidelines more specifically:

· Who will be the team’s contact in the client’s organization?

· How often will the client meet with the team to discuss the project?

· How will the client and team communicate?

· What will be the dates, time and place of client presentations, including interim and final reports?

Identifying sources of information:
The team should now use the client’s knowledge of the business to identify sources of information for the first phase of study.  These sources may include industry experts, associations, government branches and trade magazines.  Furthermore, the team should request names and locations of major industry participants, suppliers, manufacturers, distributors, etc., as needed.  This information should be documented in an Audience List and kept up-to-date.  
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The client will be prepared to give you a tour of their facilities, if relevant.

2
Define
“Developing a plan”
There are two important documents involved in planning your project.  The Project Plan will be handed in to the course instructors and your advisor during the fall term.  The Statement of Work (SOW) will be your agreement with the client.  
2.1 Statement of Work 
Following the meeting with the client, the team should prepare a Statement of Work (SOW).  The SOW should be first reviewed by your advisor and the course coordinators, and then sent to the client for their comments and signature approval in late November or early December.  It is your responsibility to chase the necessary signatures and approvals for this.  Note the holiday season is very busy and depending on your client responsiveness, you may need to provide the SOW earlier.  You should have a client signed SOW prior to beginning the project work.
The SOW is a written confirmation of what your project will produce and the terms and conditions under which you will perform your work.  It is an agreement between both your project team as well as the client. 
The purposes of the document are threefold:

· Confirm client’s agreement to sponsor the consulting project.

· Review the principles, approach, timing and administrative framework for the project.

· Serve as a planning and reference tool for the team members in the course of performing the project.

Within your SOW, you must include:
· Purpose: how and why your project came to be, the scope of your project 
[image: image5]and its general approach 
· Objectives: the specific outcomes you will produce 
[image: image6] 
· Constraints: restrictions that will limit what you achieve, how and when you can achieve it, and their cost

· Assumptions: statements about how you will address uncertain information as you conceive, plan, and perform your project

For TEAM purposes, within this document you must also include:
· A discussion of the issue of intellectual property and perhaps a separate one for confidentiality, and signed agreements if requested by the client (you will NOT sign anything before it is reviewed by the instructors)

· Specific administrative arrangements:

- names of team members and course Instructors, as well as the team member who will be in charge of the contact with the client

- financial arrangements

· Request the client’s active participation in the project

- communicating to the management team about the project

- making time available for presentations

- willingness to give the team all the essential information

· Include a copy of the waiver of liability

· Follow up with a telephone call to confirm a mutual understanding
Special Notes

Confidentiality: The client may ask that your team members and their advisors sign a confidentiality agreement.  This is standard practice in consulting.  If the client asks you to sign such a document, take a copy back to Queen's to have the advisors review it.  Let the clients know that you will all sign it and send it back to them for their records.  On the same matter of confidentiality, the teams will make one presentation to the class as a whole.  Please discuss this issue with your clients and let them know that they will have the opportunity to review any such presentation to avoid the release of confidential information.  

Intellectual Property Likewise you and your advisors may be asked to sign an intellectual property agreement.  This sets out how any benefits, costs or income resulting from your work will be shared.  Again, any agreements must be approved by the instructors before you sign.

Waiver of Liability: This document protects the university and your team from legal responsibility for any uses the client makes of your work.  Naturally, you are still expected to produce the highest quality of work, with an honest assessment of the limitations of your results.  Please make the client aware that the waiver will be included with the Statement of Work and that they will be asked to sign it and send it back.  Signed originals should be provide to the course instructor and a copy kept by your project team.
Expenses:  All of your team's expenses will be covered in the client fee.  (Refer them to the course instructors if they have any questions about this fee.)  Let the clients know that your expenses will be monitored by the university and that they need not be concerned with this task.  At the conclusion of the program, they may choose to make a donation based on your team's performance.

Organising the Meeting: Call the contact person and suggest a time that is convenient for your team to visit.  If the client asks how long you anticipate the meeting to take, plan for about 1½ hours, followed by a tour of their facilities.  This should allow a thorough discussion of the objectives and procedures for conducting your project.  Be prepared to be flexible.  Have a few options cleared for the meeting.

Examples of the SOW (Exhibit 1a) and Waiver of Liability (Exhibit 1b) are found on the following pages.  The letter should be signed by the Course Instructors and the team members.

EXHIBIT 1a: Statement of Work

{Today’s Date}

{Name & Address of Client}

Dear Ms./Mr.

The purpose of this letter is to confirm the agreement reached during our discussions over the last few weeks on the cooperation in the project exercise between {XYZ} and Technology, Engineering and Management at Queen’s University.  Specifically, we shall outline briefly the basic principles governing the project, the approach to be followed, the specific steps, their timing and your involvement in the project as well as the administrative arrangements and the key factors for success.

Basic Principles

The main purpose of the project exercise is to strengthen the cooperation between industry and Queen’s University through an educational experience.  Thus, Queen’s expects the participants to provide real value to the sponsoring company.  At the same time, by sponsoring a project, a company is also making an important contribution to the participants’ education by providing an opportunity for them to apply their skills in a real business and engineering context.  

Since the participants will have access to confidential company information throughout the course of the project, it is important to stress that such information will be treated with the utmost confidentiality.

To this end:

· All reports and working documents will remain the exclusive property of the sponsoring company.

· No information pertaining to the project will be used for instructional, research or other purposes either inside or outside Queen’s University without your written permission.

· The University may wish to enter the project in student competitions.  In this case, the University agrees to seek the permission of the client.


Project Purpose, Objectives, Constraints,  and Assumptions and your company’s involvement

[This section will describe the team’s purpose, objectives, constraints, assumptions, and the key deliverables as agreed during your client meeting(s), including interim reports, presentations and dates of submission, as well as the final presentation.  You MUST confirm these dates with advisors and the course supervisors as soon as possible.]
Milestone Schedule 

[You should provide a short list of milestones and dates of major deliverables including any required information from your client.  You may wish to refer to a more detailed schedule provided in MS Project as an appendix.]
This is an ambitious program, given the limited time available to complete the project.  We would not want you to expect that this project will equal the results of a professional consultant.  Nevertheless, we believe that we can meet our dual objectives in undertaking this project; namely to provide Queen’s participants with an opportunity to carry out a comprehensive and practical examination of your business -- including problems and opportunities -- with project results that are of value to you.  

Administrative Arrangements

{Five} participants from the Science, Engineering, Business and Law programs at Queen’s, whom you met at the initial meeting and tour, will be responsible for carrying out this project.  (Client Contact’s name) will be the contact person between your company and the team.  The project will be supervised by Professor Barrie Jackson, and David Mody in the Department of Chemical Engineering, and (Advisors’ names) will act as advisor(s) to the team.

We ask that {company name} bear the costs associated with the project.  This includes a fee of $5000 up front to cover expenses, such as travel, telephone/fax, preparation of reports and presentations, and program expenses.  (Treasurer’s name) will be responsible for ensuring that all the expenses are appropriately accounted.  A receipt will be provided by Queen’s University allowing your company to claim this project as an expense.

In addition to the initial cost, as specified above, an optional bonus would be payable to Queen’s at your discretion, based on your assessment of the project team.

Key Factors for Success 

To ensure that you benefit fully from sponsoring this project, it is essential that:

· employees of your company are informed about the project

· one or two members of your company follow closely the project.

· company representatives attend the final presentation

· all essential information is made available to the project team members

Following our discussions, we have full confidence that we shall be able to carry out this project to your satisfaction and that it will contribute to the ongoing cooperation between XYZ and Queen’s.

Should you have any additional questions, please feel free to call.

Action:

Please sign, date, and return a copy of this letter to the student client contact listed above to indicate you accept the deliverables described in this letter.

With warmest regards,

Barrie Jackson
​David Mody

TEAM group members

Exhibit 1b.  Waiver of Liability


WAIVER OF LIABILITY

XYZ Corporation (the Client) understands that the purpose of Technology, Engineering and Management (the Program) is to provide students with a unique educational experience and the Client is willing to participate in that experience by providing students in the Program with an opportunity to analyze problems in its workplace and develop solutions.  The Client waives any and all claims it may have against Queen's University, its students, agents and staff (Queen's) for losses or damages it may incur due to its participation in the Program and releases Queen's from all liability for any such damage. 

Client Representative (please print):
     
                                                                  
Signature:
 



                                                                   
Date:
 




                                                                   

2.2
The Project Plan  
The project plan will be developed in the fall and continuously updated throughout the year if there are changes.  The project plan is an internal document and, unlike the SOW, does not need to be reviewed nor submitted to your client.  Interim progress reports should be simply handing in the current project plan.
Project management can be divided into 5 important processes: initiation, planning, execution, monitoring & controlling, and closing. 
[image: image7]  Further information on project management may be obtained from the references at the end of this guide.

An organized project should begin with a plan 
[image: image8].  The project plan includes:

· an overview of the reasons for your project

· A detailed description of the desired results
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· A list of all work  
[image: image10] (Creating and displaying your work breakdown structure)
· The roles you and your team members will play
[image: image11] in the form of a Linear Responsibility Chart
· A detailed Work Breakdown Structure followed by a project schedule (Gantt Chart) 
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· Budgets for required personnel, funds, equipment, facilities, and information (see section 3.1 below)
· Assumptions

· How you plan to manage any significant risks/uncertainties
[image: image13]
The project plan requires the involvement and participation of all team members and must present measurable milestones, each with specific deliverable items or results.  Remember that “if you can’t measure it, you can’t control it!”  As the project progresses, you must also update your plan.  Make sure any changes to objectives and deliverables are understood and acceptable to your client before updating your project plan.  

Conceptual and preliminary analysis (including background research) is a part of the formation of a plan.  The analysis answers the following questions:

· What are the requirements?

· Can we do it?

· What are the alternatives?

This analysis establishes a basis for management decision making, while defining the scope and baseline of the project.  It identifies challenges, requirements and alternatives, and establishes a project management approach.  This generates input for the project start phase, including detailed plans for the start-up.  
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The Planning Process uses the results of the conceptual analysis to define how tasks are to be accomplished, which members of the team are most suited to each task, and how progress will be monitored.  In TEAM you have been jumpstarted into the Start phase by the prior creation of the team by the course instructors.  Ensure you go back and complete the ‘conceive’ phase properly.
The Execution Process involves the main component of your work, where each member will be busy performing the delegated tasks.  It is important to identify real and potential technical problems, to deal with or prevent the associated delays to your project as soon as possible.  This may be accomplished through regular review meetings with your advisors, while also keeping everyone informed of the progress.

The Closing Process is the completion of your work, including documentation of your accomplishments, fulfilling your contractual agreements, closing out your financial accounts, and assuring the satisfaction of your client.  You should also review your accomplishments and develop a list of ‘lessons learned’.
3 PERFORM

“Doing the work”
3.1
Preparing a Budget   
[image: image15] 
Since the client is paying a fee up front to cover expenses for the team, it is imperative that a budget is prepared as early as possible to ensure the project can be completed with the funds available.  The budget includes expected expenditures for travel, telephone calls, mail, faxes, photocopies and purchase of supplies.  Aim for not more than $1500.

The proposed budget should be approved and signed by the Course Instructors and the team Treasurer.  The client is not responsible for monitoring your spending.  All financial decisions beyond the expected budget should be discussed with your advisors.

You may expect some typical expenses as follows:

Long Distance Telephone Calls: about 40¢/ min during daytime hours to Toronto

Car or Van Rentals: 70-125$/ day

Copy Cards: $20 each

Video Conferencing: $25-40/ (30 min.)

A typical budget is given below.  Naturally, your team may have different expenses, depending on your client’s location and the nature of the project.

Sample Budget

Telephone Calls

$50
(10 minutes/week for 12½ weeks) 

Travel Expenses

$200
(meals en route, NOT in Kingston)

Car Rentals


$500
(4 trips @ $125)

Supervisor/Advisor 

    Travel Expenses

$125 
(final visit to client  -mileage and meals)

Copy/ Print Cards

$50


Binders


$25
(for progress reports/work in progress)

Printing Final Report

$400
(copies, binding, folders, CD’s)

Library Loans & Papers
$150

Total



$1500

3.2
Operating the Project’s Financial Account

An account has been established at Financial Services for this program.  Each project will have a sub-code of this account.  

For all large transactions, two signatures are necessary: the treasurer’s and one of the Course Instructors.  For this reason, it is easiest to pre-arrange costs such as car rentals to be invoiced directly to your account.  Further information on operating the account will be provided in January for the treasurers.

3.3
Incurring Expenses 

The team members are expected to act in the most professional manner with regard to incurring expenses with the project.  Some principles to remember:

1) Each team will be assigned codes for long distance calls and faxes.  A record of long distance calls and faxes must be kept by the group members, to prevent unauthorized use of project accounts.  Team members are expected to provide this information to their treasurer on a regular basis. 

2) These services are a privilege to the student teams and should be treated as such.  Abuse of this privilege in the form of personal use is completely unacceptable.
The groups may also obtain vouchers for print/photocopy cards from the main office.  The costs of these cards will be deducted from their accounts.  Any professional copy services must be obtained with a receipt.
Before any work on your projects begins, it is essential that a treasurer be appointed.  This person will be responsible for all official transactions.  The treasurer will be accountable for the spending of his/her group and no expenses will be reimbursed until the treasurer has signed a form with the main office to receive the account code and telephone/fax authorization.

3.4
Travel Policy & Travel Expenses 

Refer to the “course outline” document for further information.
Remember all Travel must be approved through the off-campus activity safety policy system.  


http://www.safety.queensu.ca/policy/activity/ 
3.5 
Communication – Queen’s Telecommunication Services
Telephone calls and Fax facilities 

The APSC400 codes will be given to your groups.  Please remember to always log your long distance calls and faxes.  The costs of telephone and fax use must be included in your accounts, as they become available to the office through the monthly phone bills.

Refer to the “course outline” document for further information.
Mail

Mail to your clients may be sent through the university mail or courier, if necessary.  Letterhead paper can be obtained for your group’s formal correspondence.  Courier service is available through the Chemical Engineering office, with the use of your accounting code.

E-mail
Since many companies use e-mail for regular communication, you may be able use this tool to keep in close contact with your clients.  Please observe all the common courtesies, especially in editing for errors and being concise.

3.6
Weekly Status Memo
A status memo from each group will be provided every Monday AM of the winter term (except reading week) by email. You should discuss with your advisor and client contact if they would like a copy.  This report is intended to keep the coordinators informed of problems or issues early.  It will be discussed in the weekly meeting.  
Within this report, you must include:

· Part 1) A short written memo (~1/2 a page) that addresses the following issues:

· “what we achieved this week”

· “where we are on the schedule”

· “what  we intend to do next week”

· “these are the problems we are having”
· Part 2) An updated schedule that shows work % completed against your tasks and any changes that are required. In same cases a Linear Responsibility Chart 
[image: image16]will be Accepted.
3.7 
Progress Reports
Within each progress report, 5 items must be submitted:
1. Executive Summary
· A 1 page summary to the course instructors describing achievements, estimate of work done/remaining, and any significant changes to project plan since the last memo.
· The report should be persuasive – convince the instructors that your project is well underway and that your team is pulling in the same direction (persuasion should take the form of evidence of accomplishments!)
· The first progress report is special - it will include the draft Statement of Work, baseline project plan, team ground rules and roles, but a draft of the final report is optional.
2. Project Plan
· The project plan is a living document and should be always maintained. The current version should be included in the report. 
· The project plan should include an up-to-date timeline (or Gantt Chart) of the major tasks for your project, an updated budget (including all group expenses, phone and fax charges to date). The budget update, will show what your group is forecasting for the final project costs.
3. Minutes
· Copies of meeting minutes from group meetings (and log book, if relevant)

Check out the text Technically, Write!, by Ron Blicq for the proper structure for minutes and see website for sample document. 

·  Documents must include time, date and location of meeting as well as all attendees and absentees.  A list of all topics discussed must be kept.  The list should include a concise record of all primary ideas, suggestions, criticisms and responses that arose during the meeting.  Keep note of the individuals who introduced new ideas, lead particular discussions and accepted responsibilities. Other topics that were discussed (plans and decisions made, advice from advisors and instructors, notes from the client meeting), and actions to be taken (jobs/goals for each team member) before the next meeting should also be recorded.
· Minutes documents must contain this information and follow a professional format that is consistent with the quality of the project plan.
4. Final Report – Draft
· There should be significant effort up front for the format, table of contents, and introductory material, as well as an outline of the main body.  You need a good vision of the final product! These drafts must convince the instructors that your teams aren’t  leaving anything to the last minute.

5. Supplementary Material
· Any correspondence from clients, instructors or advisors, collected information, lists of contacts, etc. (team member emails can be omitted unless they are relevant)
Report Submission
For each Progress Report, you will submit the entire binder. It will be neatly organized, and effectively present your work.

The first section should contain your progress memo. (Past memos should simply be left in the binder, in separate sections. This will help the instructors to see the development of your work.)

Sections for minutes and accounts can be updated chronologically for each report. (If someone keeps this up to date by typing out minutes immediately after a meeting, there's very little work involved at the last minute.)

*Three-ring binders (big ones!), dividing pages and sheet protectors may be charged to your TEAM accounts and used to keep your work organized. (You need a treasurer before you can charge anything)
4 Close
“Ending the Project”
4.1 
The Report

Your final report will be a comprehensive document, representing probably the largest single effort of your university career.  It may be used internally by your client to persuade others to accept and act on its recommendations.  Generally TEAM reports are up to one hundred pages in length, plus appendices, and are written in the form of a technical report.  Your report may be significantly shorter, longer, or of an entirely different format, depending on your client’s needs.
You will wish to ensure that the important points reach the intended audience by using a clear presentation for both language and appearance.  To be useful to your client, it should be well organised, easily accessed through a table of contents, and written in the clearest language.  It will detail your conclusions, recommendations and plan of action, supported by qualitative and quantitative data.  The reader should be able to track the line of argument easily from facts to analysis to conclusions to recommendations and appropriate actions.  

Within the context of evaluation for grading purposes, the report must demonstrate creative thinking, effective use of analytical tools and techniques, good research design, sound engineering, clear presentation and a strong effort.  The satisfaction of your client is, above all, the single most important consideration.  A typical report is outlined on the following pages.

A high standard will be expected in the presentation.  The report should take full advantage of software available to you and produce a seamless document.  There are many simple techniques that add up to a professional image in the production of a report, and you are encouraged to put a significant amount of work into this aspect of the project.  Front loading your work schedules is essential to give you adequate time at the end to edit your document.  It has been our experience that a high standard simply cannot be achieved through last-minute work.

Your report should include a separate section entitle “cost benefit analysis” of interest to the course instructors and sometimes your client.  Your cost benefit analysis should be no more than one page and should include a statement that the client has saved or benefited X dollars by participating in TEAM.   More information is available from the course business advisor.

Save yourself from working all night.  Early in the project (In the fall) discuss and create a report template file that you distribute to everyone in the team.  The template should provide the formatting for fonts, graphics, titles, heading and footers, figure numbers, and everything else you can think of.  Refer to one of the available TEAM reports for guidance.

TEAM Final Report Outline

1) Title Page 
 May include a confidentiality warning

 Must include the name and title of the company contact person

 Must include the names of all TEAM members, the date, and the affiliation with Queen’s TEAM program

2) Executive Summary
 Page numbering for front material begins here with Roman numerals (i)

3) Table of Contents
 Includes Appendices and page numbers

4) List of Figures
 Only if necessary - reports that include a large number of similar charts, graphical materials, technical drawings

 On a separate page from the Table of Contents

5) List of Tables
 Again, only if necessary, and on a separate page

6) Introduction
 Page numbering for main body of report begins here (Page 1)

 Includes PROBLEM STATEMENT, objectives, scope and limitations

7) Main Body of Report
 Alphabetic or numbered sections of the report

8) Conclusions and Recommendations
 Includes MAIN FINDINGS and RECOMMENDATIONS (summary of previous sections)

9) Acknowledgments
 Special thanks to your advisors, clients and anyone who provided guidance or support of your work 
10) Appendices
 Separated alphabetically (if report sections are numbered) or numerically (if report sections are alphabetic) - you may want to use pages with tabs at the beginning of each appendix.

 May include DATA, SURVEYS, CALCULATIONS, COST ESTIMATES, REFERENCES, SOURCES, CONTACT PERSONS, SPREADSHEETS, GLOSSARY OF DEFINITIONS

Supplementary Material

1) Letter of Transmittal
 Paper-clipped to cover of report

 Addressed to name and title of primary client contact

 Indicated the enclosed report, primary findings, and any additional material included under separate cover

 Provide a copy of this letter with the copies submitted to instructors

2) Supporting Materials
 Under separate cover - in a folder, binder or similar professional presentation

 Articles, Reference Materials, Letters, computer programs or files (on a labeled disk), any materials provided by the company

3) Presentation Folder
 This will be used to support your final oral presentation to the client.

 Agenda,  copies of your overheads (on paper), supporting graphics or spreadsheet data (easier to follow than the on-screen presentation)

4) Cost / Benefit Analysis

4.2
The Oral Presentation

The final presentation to the client will include a formal oral presentation.  Smaller presentations may be required for interim (progress) reports during the project work.  The oral presentation is not simply a verbal summary of the report.  The content is selected to provide a context for obtaining client acceptance of recommendations, raising questions, and dealing with concerns.  When planning the oral presentation, consider the available time, the audience attention span and the potential for getting sidetracked in discussion.  

For evaluation purposes, you may be graded on the clarity and structure of the presentation, the quality of visual aids, and your effectiveness in managing the discussion.  As mentioned in section 5.1, a presentation folder (one for each person attending the presentation) would be useful, and is a hallmark of a truly professional presentation.

4.3
Wrapping up all Loose Ends
As the project draws to a close, you will want to take a step back and evaluate your accomplishments, both for the purpose of completing your report and for ensuring that you have met all of your client’s requirements.  At this time, you should be sure that you have given the client what was agreed for deliverables, that your records and report are satisfactory and complete, and that the report accurately depicts your achievements and any lessons learned that will apply to future work.  Feedback from earlier progress reports should be thoroughly considered.

You must return any confidential documents used in your work (see Supplementary Material, in section 5).  It may be convenient to include copies of any material found during literature searches, with a bibliography, in a separate file along with copies of overheads or other presentation materials, simulation runs saved on disks, or other material which may be of interest to the client.  Discuss this with your contact person.

Be sure that you have met the requirements for the final report (style and structure) and that all of the supplemental material is professionally packaged for your client.

Finally, a single page summary of your project must be completed and submitted to the course supervisors along with a copy of the report (exactly as submitted to the company but in electronic formats  WORD and PDF).  An outline follows:

TEAM Project Summary

Company:

Contact Person(s): (names, titles, telephone numbers)

Project Title:

Major Components, Tasks and Outcomes:

5
Evaluation in TEAM
The following pages are typical evaluation forms used in TEAM.  These include the peer assessment tools (used last year, some changes may be made), oral presentation forms, and report evaluations.

 In past years, these were graded numerically.  This year, all will be graded as Unsatisfactory (U), Satisfactory (S) or Outstanding (O).  A relative weighting is given in the course outline on the web page for the purposes of your own planning.   

Assessment of First Progress Report and Project Plan / Group______________________________

Part A)

Documentation: Log Book, Accounts and Minutes (20%)

· Includes minutes of all meetings to date

· Minutes document is concise, professional and includes progress to date, decisions made, attendance at meetings, and responsibility for action items 
· Log book is well organised  and contains details of all work done to date, notes important contacts, information sources, etc.

Part B) 

Project Plan (50%) 

· Conforms to good Project Management Practice

· Identifies major components of work to be done

· Divides work responsibilities equitably among team members

· Administrative positions are assigned
· Group norms and expectations are addressed
· A timeline or Gantt chart outlines the expected duration and finish date of each major component of the work 

Part C) 

Statement of Work (30%)

· Conforms to guidelines laid out in the manual, including deadlines, milestones, and important dates

· Includes  a well-defined problem statement

· Includes waiver of liability

· Includes any confidentiality or intellectual property agreements 

Comments:

Evaluation (circle)
Unsatisfactory 

Satisfactory  

Outstanding





















________________________________


_____________________

Supervisor





Date
Assessment of Progress Reports 2 or 3
Group______________________________

Part A)

Documentation: Project Plan Updates, Log Book, Accounts and Minutes (30%)

· Project Plan updates are clearly shown

· Accounts are complete, including travel, incidental expenses and communication charges, forecast of budget provided
· Includes minutes of all meetings to date

· Minutes document is concise, professional and includes progress to date, decisions made, attendance at meetings, and responsibility for action items

· Log book is well organised and contains details of all work done to date, notes important contacts, information sources, etc.

Part B)

Progress Memorandum (30%) (up to three pages)

· Informs course supervisors of progress and decisions made, matches progress against timeline, demonstrates progress since last report
· Is free of grammatical and spelling errors, uses appropriate language and format
· Conforms to business/technical standards for memoranda
Part C) 

Format and Content of Draft Report (20%)

· Conforms to guidelines in TEAM Project Manual and on web page

· Demonstrates understanding  of limitations and scope of work

· Problem Statement is complete and accurate, with appropriate assumptions stated

· Evidence of literature survey and/or benchmarking

· Demonstrates understanding of environmental and health and safety issues, includes appropriate design considerations if appropriate

· Preliminary financial and technical analyses (socio-economic, environmental) are well underway,documenting progress since last report 

Part D) 

Writing Technique, Structure and Format of Draft Report (20%)

· Appropriate grammar, spelling, and language

· Clearly written, concise structure, logical flow

· Figures and tables used where appropriate, in proper format
· Professional presentation (margins, header, footer, page numbers, etc.) 
· Proper citation style for references and supporting information




          

Comments:
Evaluation (circle)
Unsatisfactory 

Satisfactory  

Outstanding

________________________________


_____________________

Supervisor





Date
Assessment of Final Report

Group______________________________

Part A) 
Format and Content (70%)

· Letter of Transmittal and Executive summary

Introduction
· Demonstrates understanding of limitations and scope of work 

· Problem Statement is complete and accurate, with appropriate assumptions stated 

Main Body

· Evidence of literature survey and/or benchmarking 

· Demonstrates understanding of technical, business, social, environmental and health and safety issues, includes appropriate design considerations 

· Financial, technical and other analyses complete, appropriate estimations and assumptions used 

Conclusions/Recommendations

· Conclusions are valid, based on results of analysis 

· Appropriate recommendations are made for the resolution of the project as well as for future work 

Part B) 

Writing Technique, Structure and Format (30%)

· Conforms to guidelines in TEAM Project Manual 

· Appropriate grammar, spelling, and language

· Clearly written, concise structure, logical flow

· Figures and tables used where appropriate, in proper format

· Professional presentation (margins, header, footer, page numbers, etc.)

· Proper citation style for references and supporting information




          

Comments:








Evaluation (circle)
Unsatisfactory 

Satisfactory  

Outstanding

________________________________


_____________________

Supervisor





Date

Assessment of Oral Presentation
Project                                                        .     
Graphics









· slides are easy to read, not cluttered

· point form only

· backgrounds/colors are appropriate - not distracting

· charts and diagrams are meaningful and relevant

Flow of Presentation









· proper introduction of team members and presentation

· timing of slides is appropriate 

· smooth transition from team introductions and between team members

· Presentation is of appropriate  length, excluding Q&A

Overall










· Audience needs are clearly identified and addressed

· logical structure / organization, including introduction, background and conclusion

· information is well organized and thoroughly explained, questions from the audience are properly addressed

· voices are audible and clear 

· appropriate language / use of technical phrases

· speaks directly to audience, makes eye contact

· good posture, no distracting habits

Comments

Evaluation (circle)
Unsatisfactory 

Satisfactory  

Outstanding
________________________________


_____________________

Marked By






Date
Assessment of Client Presentation
Project                                                        .     
Graphics
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· Slides are easy to read, not cluttered

· Point form only

· Backgrounds/colors are appropriate - not distracting

· Charts and diagrams are meaningful and relevant

· Presentation format is appropriate to the site

Flow of Presentation
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· Proper introduction of team members and presentation

· Timing of slides is appropriate (~1 min/slide)

· Smooth transition from team introductions or between team members

· Presentation is well-rehearsed, flows smoothly without unintentional breaks

· Length of presentation is appropriate to the amount of material discussed

Overall
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· Audience needs are clearly identified and addressed

· Logical structure / organization, including introduction, background and conclusion

· Information is well organized and thoroughly explained, questions from the audience are properly addressed

· Voices are audible and clear 

· Appropriate language / use of technical phrases

· Speaks directly to audience, makes eye contact

· Good posture, no distracting habits

· Appropriate professional demeanor and appearances

Comments







Date

Evaluation (circle)
Unsatisfactory 

Satisfactory  

Outstanding

________________________________


_____________________

Marked By





Date

Peer Assessment

Provide a letter grade for each person on the team (including yourself) in each of the categories below. (O = outstanding, A = Acceptable, R = Room to improve),  Write comments on the back of this sheet (or attachments) with at least two strengths and weaknesses of team skills for each TEAM member, including yourself.  You may also discuss any developments in the skills of the individuals over the project.

Each TEAM will submit a separate, detailed description of the roles and tasks completed by each person on the team.  The entire TEAM must discuss and approve these descriptions.  A single submission is expected with the final report.  Peer assessments should not be undertaken until the descriptions are complete.

	Name:
	
	
	
	
	
	

	Project work / administration:
	
	
	
	
	
	

	Completed a fair share of the tasks.
	
	
	
	
	
	

	Completed tasks on time.
	
	
	
	
	
	

	Produced good quality work.
	
	
	
	
	
	

	Fulfilled the administrative role.
	
	
	
	
	
	

	Contributed to tasks of other members.
	
	
	
	
	
	

	Effort and enthusiasm
	
	
	
	
	
	

	Was punctual for meetings.
	
	
	
	
	
	

	Showed up for meetings.
	
	
	
	
	
	

	Was prepared for meetings.
	
	
	
	
	
	

	Volunteered for tasks.
	
	
	
	
	
	

	Offered constructive input, including areas outside own tasks.
	
	
	
	
	
	

	TEAM behaviours
	
	
	
	
	
	

	Participated in team formation (ground rules, goals and norms).
	
	
	
	
	
	

	Respected ground rules.
	
	
	
	
	
	

	Made positive contributions to TEAM interaction (positive outlook or attitude).
	
	
	
	
	
	

	Did not act in ways that set other members of the team back in their work.
	
	
	
	
	
	

	Communication and Conflict Resolution
	
	
	
	
	
	

	Made decisions with the group’s input.
	
	
	
	
	
	

	Chose appropriate techniques to resolve conflict.
	
	
	
	
	
	

	Communicated effectively with the team (was available with reasonable notice).
	
	
	
	
	
	

	Communicated problems/or limitations to the team without delay.
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