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                                                 PROJECT PROPOSAL FORM



Semester and year:

Course number and section:

Student names, email addresses and telephone numbers:



Client name, email address and telephone number:


Address of client organization:



Project description:

TIPS ON HOW TO DO A PROJECT

1. I recommend that you start with three project ideas.  Investigate them in parallel. You will soon find that some clients are more responsive than others.  A non-responsive client will delay your project and make it difficult for you to finish on time. 

2. Make a schedule with milestones. Stick to it.  You may want to use project management software, such as MS Project.  I recommend making a Gantt chart.
3. Do not try to do too much.  Discuss the size of the task within the group and with the client.

Assign tasks to each member of the group at each meeting.  Each person should report progress weekly.

4. Keep notes on what happened at each meeting.  Using email can be helpful.

5. Be conscious of the group process.  Talk openly about conflicts, differences in perception, and how work can be shared fairly.
6. The project is a laboratory, so talk about how your experiences with the project illustrate concepts covered in the course (textbooks and lectures), for example, forming, storming, norming, performing, adjourning.

7. Start using the various analytical methods immediately.  They should help you to understand the client system, your group, and the relationships between the two. 

8.  The whole group should meet with the client at least twice, at the beginning and at the end of the project.  Someone should communicate with the client at least once a week.  This will ensure that your work will actually be used by the client.

9.  Take a photo of the group, ideally with the client.  Give names of group members in order from left to right.  Include the photo in the final report, preferably on the coversheet.

10. Present your results to both the client and the class.  Obtain an evaluation from the client.  Write your report in the form indicated.

11.  In past group projects clients say students do not communicate with them often enough.  It is essential that you communicate frequently with the client in order to be sure that you are doing what the client will find useful.  There should be some contact at least once a week.  Telephone is better than email.

12.  Remember that this is a learning exercise.  Some student groups focus too much on doing the project for the client.  You should also be reflecting on your experiences as you do the project.  This is also part of the assignment and needs to be described in your report.

EVALUATION BY CLIENT
Group Study Projects

Please use this form to evaluate the work completed by GWU students for you during the past semester.  The faculty at GWU want to assess the extent to which group study projects are helpful to you.  Please be candid in your evaluation of the project and elaborate on additional sheets if necessary.  Please return this form to Prof. Stuart Umpleby, Department of Management, 2033 K Street NW, Suite 230 C, GWU, Washington, DC 20052, tel.  202-994-1642, fax:  202-994-4411, email:  umpleby@gmail.com.

Your name:

Your email address:

Your organization:

Name of the project:

1.   What did the students accomplish?

2.  On a scale of 1 to 3 (1 = unacceptable, 2 = acceptable, 3 = excellent) please rate the students on:

a.   Defining the scope and end-products in terms of what could be accomplished in one semester.




















1   
2
3

b.  Determining which methods should be used to perform the work.










1
2
3

c.   Communicating problems and progress to you or your staff.










1
2
3

d.   Completing the work as agreed.











1
2
3

3.   Please rate the overall project in terms of meeting your expectations.













1
2
3

4.   Would you like to work with another group of GWU students in the future?








____ Yes
____ No

If no, please explain.

5.   Did the project require more or less of your time than you were able to give?





____ More
____ Less
____ About what I expected.

6.   What criticisms, if any, do you have of the group or their work?

7.   What compliments, if any, would give to the group?

Thank you very much for working with the students on this project.

Sincerely, Stuart Umpleby, Professor of Management

CONTRIBUTION TO THE COURSE PROJECT

This sheet is to be submitted privately by each student.

If I receive none of these sheets, all group members will receive the same grade.

Please fill in the following information:

Names of group members


Contribution to the Course Project.

(INCLUDING YOUR OWN.)

1





_______________________  %
2





_______________________  %

3





_______________________  %

4





_______________________  %

5





_______________________  %






Total

100 %

IF ALL CONTRIBUTIONS ARE EQUAL JUST WRITE THE ONE WORD, “EQUAL,” SOMEWHERE IN THE CONTRIBUTION COLUMN.

FINAL REPORT CHECKLIST
1. The title page should provide the title of the project, the students involved, their telephone numbers and email addresses, the course (e.g., BADM 3101-14) and the semester and year. Also a photo of the group with names in order from left to right. 

2. A one page summary of the project, (see examples at www.gwu.edu/~rpsol/service-learning). In addition to repeating the information on the title page, include rationale, goals, method, and results.

3. A one paragraph description (see examples at www.gwu.edu/~rpsol/service-learning).

4. A table of contents and page numbers in the report.  

5. Project selection.  Briefly review the alternatives considered and the reasons for selecting the project chosen. Describe the client and the initial description of the problem or task.  

6. Achievements.  Say simply but completely what you did.  Did the problem you worked on change?  Did you reframe the problem in a manner more helpful to the client?
7. In the report, as much as possible, use the ideas and methods discussed in the course.  For example, if appropriate, include an example of each of the following:  a flow diagram, a cause and effect diagram, a quality improvement priority matrix, the results of a participatory planning exercise, etc.

8. Briefly describe how your group worked together.  What roles did people assume?  Did national or cultural background seem to influence the roles that people played in the group?  What personality conflicts or communication difficulties emerged?  How were conflicts resolved?  Who communicated most with the client and by what means?

9. There should be a list of references.  Include the text books and any library or on-line research you did, also documents from the organization and previous student group projects.  Use APA style. The rules can be found via a websearch.
10. The length of the report (not counting appendices) should be about 15 double spaced typewritten pages, no more than 20. Use a large clip, no plastic sheets or spiral binding.  Color is ok when appropriate.

11. All members of the group will receive the same grade unless you fill out the form, “Contribution to the Course Project”.
12. Put the real name of the client organization on the title page.  However, in the report use a descriptive name, for example Large Internet Provider for AOL or Mid-Atlantic University for GW or AU.  The name and contact information (phone and email) for the human client you worked with should be on the project proposal form and the evaluation by the client.

13. Provide a paper copy and a digital copy of both the final report and the class presentation slides. 

14. The evaluation by the client can be sent via fax or email attachment or appended to the report.
15.  Appendices should be:
A. Project proposal form.

B. PPT slides of the report to the class (6 per page).

C. Evaluation by the client.
D. Other (e.g., an employee handbook or survey for the client).
1

