Action Items / Meeting Prep Check List
(Version 08-24-2024)
Day 1
Team Development / Design Process Refresher
☐  Identify time and register for Team Building Retreat
☐  Watch Wiki video (3 min)
☒  Add your personal info (name, preferred pronouns, major, RPI email, and phone #) to team’s Wiki on EDN
☐  Hold off-site team meeting for introductions
☐  Major, hometown
☐  Interests, clubs/sports, experience related to project topic
☐  Co-op, internship, summer job
☐  Pet, favorite ice cream flavor
[bookmark: Administrative-Tasks]Administrative Tasks
☐  Register for EDN - https://designlab.eng.rpi.edu/edn/
☐  Registration button in upper right-hand corner
☐  Login must be your RCSID (RPI email before the @ symbol)
☐  Email must be your RPI email
☐  Bookmark this site. You will use it A LOT for this course.
☐  Watch Capstone Introduction & Expectations video (7 min)
[bookmark: Project-Technical-Work]Project Technical Work
☐  The Project Description sets the project’s initial direction. Read it carefully!
☐  We invite you to bring project questions to next class.


Day 2
Team Development / Design Process Refresher
☐  Watch Customer Needs video (9 min)
☐  Watch Engineering Requirements video (11 min)
☐  Team Standards Agreement due by Day 6 [9/20 or 9/16]
☐  Identify time and register for Team Building Retreat
Administrative Tasks
☐  Fill out Client Meeting #1 PPT slides.
☐  template
☐  instructions - Client_Meetings
☐  Post Team Skills Assessment to EDN Project Management forum thread
Project Technical Work
☐  We invite you to bring project questions to next class.
☐  Identify one Customer Need for your project and translate it into an Engineering Requirement.
☐  Watch Forum Posting video (3 mins)
☐  (first person to post) Create a SINGLE thread in EDN Design Forum titled "Initial Needs and Requirements”
☐  (everyone else) Reply to post with your thoughts.
☐  For ongoing projects, review prior semesters’ final presentations in accordance with PE instructions for discussion during Meeting 3 or 4
☐  PPT should be in last semester's Repository or Final Deliverables Forum on EDN
☐  (first person to post) Create a SINGLE thread in EDN Background Info Forum titled "Questions about project"
☐  (everyone else) Reply to post with questions you have about project


Day 3
Team Development / Design Process Refresher
☐  Post Team Standards Agreement to Wiki before Day 6 [9/20 or 9/16]
Administrative Tasks
☐  Choose client liaison.
☐  This person will be the focal point for emails to/from your client. They are NOT the team's "spokesperson" at meetings, conference calls, on/off site meetings etc.
☐  Watch Intro to EDN video (5 min) for a general understanding of system usage
☐  Read Meeting Minutes Wiki page to learn how to take good meeting minutes
☐  Post meeting minutes taken during PPT review to EDN Project Management Forum
☐  Follow instructions on Subversion page to download and install client, then checkout a copy of ONLY your project’s working folder from the Repository. Visit your PE’s office hours for assistance.
☐  Complete the Online Safety Training in Percipio by Sep 20th
☐  https://rpi.percipio.com/
☐  Rensselaer Manufacturing and Prototyping Laboratories-Safety Orientation
☐  Instructions to access training
☐  post completed safety certificate in a thread in Project Mgmt Forum
Project Technical Work
☐  Continue posting Needs and Requirements thoughts to Background Info Forum thread


Day 4
Team Development / Design Process Refresher
☐  Post Team Standards Agreement to Wiki before Day 6 [9/20 or 9/16]
☐  Watch Concept Generation video (9 min) in preparation for Concept Generation on-site exercise
Edit this section
Administrative Tasks
☐  Contact your PE if you are having trouble installing or using Subversion
☐  Complete the Online Safety Training in Percipio by end of Day 6 [9/20]
☐  https://rpi.percipio.com/
☐  Rensselaer Manufacturing and Prototyping Laboratories-Safety Orientation
☐  Instructions to access training
☐  Post completed safety certificate in a thread in the Project Management Forum
☐  Post meeting minutes from Client Meeting to EDN Project Management forum
☐  Post Benchmarking memo to EDN Background Info forum
Project Technical Work
☐  Evaluate your current Needs & Requirements workbook against the rubric
☐  Each team member should post their observations/comments to the Needs & Requirements Design Forum Thread
☐  Update Needs/Reqs Workbook based on feedback and post to Repository
☐  Post proposed project deliverables to EDN Project Mgmt Forum – Deliverables thread


Day5
Team Development / Design Process Refresher
☐  Post Team Standards Agreement to Wiki before Class 6 [9/20 or 9/16]
☐  Watch Concept Generation video (9 min) in preparation for Concept Generation on-site exercise
☐  Watch Deliverables and activities video (3 min) in preparation for Project Planning activity on Day 8
Administrative Tasks
☐  Read Project Documentation Wiki page in preparation for Day 6 review
☐  Everyone should have their repository checked out by now. See your PE NOW if you are still having difficulty.
☐  Complete the Online Safety Training in Percipio by Sep 20th
☐  https://rpi.percipio.com/
☐  Rensselaer Manufacturing and Prototyping Laboratories - Safety Orientation
☐  Instructions to access training
☐  Post completed safety certificate in a thread in the Project Management Forum
Project Technical Work
☐  Post Concept Ideas to Design Forum on EDN
☐  Update Needs & Requirements workbook in Repository as needed


Day6
Team Development / Design Process Refresher
☐  This section intentionally left blank !
Administrative Tasks
☐  Safety Training must be completed by now !
Project Technical Work
☐  Continue Updating Needs & Requirements workbook in Repository
☐  Post initial list of deliverables to new thread in EDN Project Management forum
☐  Begin filling in Concept Generation and Selection PPT based on team discussions and forum posts
☐  template
☐  instructions - Concept Generation


Day7
Team Development / Design Process Refresher
☐  create Versions (milestones) in EDN for team's list of Final Deliverables
☐  ADD NEW WIKI PAGE HERE!!
☐  Watch videos in preparation for Project Planning activity on Day 8
☐  Intro to Project Mgmt (7 min)
☐  Deliverables & Activities (3 min)
Administrative Tasks
☐  Create draft of Client Meeting #2 PPT and upload to the Repo BY START OF Day 8
☐  Template
☐  Save draft to your team's Repository – working/Reports/Client Meetings
Project Technical Work
☐  Continue technical work
☐  Post progress to Design Forum threads of EDN
☐  Each team member brainstorm at least 6 individual tasks which will need to be accomplished to reach the semester objectives
☐  Post to a SINGLE thread in the Project Mgt. Forum called “Tasks” (first person creates thread, others reply). There should be at least 6 tasks per team member by Day 8
☐  Finish Concept Generation and Selection PPT – let PE know it can be reviewed


Day8
Team Development / Design Process Refresher¶
☐  Read Risks Associated with Project Plans Wiki page and revise team plan in EDN Gantt chart as necessary
Administrative Tasks
☐  Create draft of Client Meeting # 2 PPT and upload to the Repo BY START OF Day 9
☐  Template
☐  Upload draft to team's Repository – working/Reports/Client Meetings
☐  Create agenda for 30 mins of Day 9, team's plan should NOT be just working on your Client Meeting slides!
Project Technical Work
☐  Add project milestones from Gantt chart exercise into EDN as Versions with appropriate dates
☐  Watch Creating Versions video (4 min)
☐  Prefix with current semester name/year, e.g. “F22-” to avoid duplication of common deliverable names across semesters.
☐  Add tasks identified on sticky notes into EDN as Issues and associate them with the appropriate version and assignee (owner)
☐  If you add tasks after creating milestones, they can be linked in single step and save much effort


Day9
Team Development / Design Process Refresher¶
☐  This section intentionally left blank !
Administrative Tasks
☐  Address any feedback on Client Meeting PPT
☐  Client liaison should email PPT to client no later than 24 hours prior to call. This person will be the focal point for emails to/from your client. They are not the team's "spokesperson" at meetings, conference calls, etc.
☐  Prep for upcoming Client Meeting, eg., identify speakers for each slide, prepare your notes,  etc.
Project Technical Work
☐  Continue technical work
☐  Post progress to Design Forum thread(s)
☐  Team members should now be creating and tracking individual project tasks
☐  Account for risks identified
☐  Map to Milestones (versions)


Day10
[bookmark: Team-Development-Design-Process-Refreshe]Team Development / Design Process Refresher
☐  This section intentionally left blank !
Administrative Tasks
☐  Address any feedback on Client Meeting PPT
Project Technical Work
☐  Continue technical work
☐  Post progress to Design Forum thread(s)
☐  Team members should now be creating and tracking individual project tasks



Day11 and Later
Create a checklist to manage your tasks if you find this approach helpful.
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