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Identifying and selecting a project

	Project requirements checklist

	Do you understand the following:
	Y or N

	Assessment criteria (proportion of effort to be spent on certain activities, e.g. design, programming, research etc.)
	

	Project parameters (e.g. deadlines, suggested number of hours of work)
	

	Academic objectives (use or development of particular skills and tools)
	

	Scope restrictions (areas that are off limits, or that should be included)
	

	Deliverables (products that should be produced during your project, e.g. requirements catalogues, data models, software implementations etc.)
	

	Essential activities (e.g. literature review, software demonstration)
	

	Institution/course guidelines (preferred types of project, things to avoid)
	

	Special features (e.g. group work, client-based)
	


	Personal needs checklist

	Can you answer the following questions?
	Examples
	Y or N

	What parts of my course have really interested me?
	Technologies, topics, or industries you would like to investigate further.
	

	What are my strengths?
	Skills that you would like to develop further.

Competencies that you would like to demonstrate.
	

	What are my weaknesses?
	Areas to avoid or minimise.

Weaknesses that you would like to address.
	

	What types of academic activity do I enjoy most? 
	The types of activities you would like to undertake, e.g. practical or theoretical.

Your preferred balance of research and development.

The environment you would like to work in, e.g. academic or commercial.
	

	What things might potential or existing employers regard as important?
	Experience of particular types of work-place, exposure to specific tools, techniques or technologies.

Hard and soft skills you need to develop.
	

	What new skills or knowledge would I like to acquire?
	Specific languages, hardware, or theory you would like to make use of.
	

	What personal constraints do I have?
	Restrictions on your time and the locations you can work in (e.g. you may not be able to travel far to an external client due to family commitments).

The facilities you have at your disposal.

Financial constraints.
	


	Features of a good project 

	Can you answer the following questions?
	Y or N

	Does the topic really captivate you?
	

	Does the project enable you to explore, develop and demonstrate skills and knowledge relevant to your course, and to a level that exceeds previous coursework?
	

	Can the project be achieved in 80% of the available time (leaving 20% contingency)?
	

	Does the topic enable you to be creative, and to produce original or innovative work?
	

	Do you have the necessary skills, facilities and tools readily to hand?
	

	Do you have the finances available to purchase tools or materials, if needed?
	

	Do you have the time and facilities to acquire any missing skills?
	

	Does your topic have a fallback position, should you fall behind schedule? 
	

	Are your research objectives directly relevant to your system development objectives? 
	

	Does your proposed system development provide the opportunity to illustrate your research findings?
	

	Are you confident that you will have sufficient access to external clients and facilities?
	

	Is your project consistent with your career goals?
	

	Does the topic meet the requirements of your course; in particular does it have sufficient depth or complexity?
	

	Are you sure that the scope of the project is manageable, and will not ‘creep’ wider?
	

	Does your topic enable you to look deeply into a narrow area, rather than superficially into a wide area?
	

	Is your idea original, and not a near duplicate of a past project?
	

	Does your topic involve substantially more than a straightforward programming task?
	

	Are all of the activities of your proposed project self-consistent, and consistent with the objectives of your topic?
	

	Are all team members committed to the topic (group project)?  
	

	Are all team members confident that there would be a clear role for them, and that there is enough work to go round (group project)?  
	

	Can you visualise yourself justifying the project to a supervisor (or fellow student)?
	

	Do you know enough about the subject area to feel confident about your ability to complete the project?
	

	Is the project big enough to keep you busy for the suggested amount of time?
	

	Does the topic deal with subject matter that is within the scope of your course? 
	

	Do you feel that the risk of you failing to complete the project is acceptable?   
	


	Testing your objectives 

	Can you answer the following questions?
	Y or N

	Are your objectives specific and unambiguous, or could they be misinterpreted?
	

	Are the objectives too big?  Can you meet them in time? Can they be broken down or replaced by smaller, less ambitious objectives?
	

	Are your objectives too trivial?
	

	Are there too many objectives?
	

	Are the objectives too broad or vague?  Can you refine them, so that they are focussed on the issue or question that you are really trying to address?  
	

	Do you have the skills to meet them?
	

	Do you have access to the necessary people and resources?
	

	Can your success/failure in meeting the objectives be measured?  If not, you will not know if you have met them, and neither will your assessors.
	

	Are your objectives SMART (Specific, Measurable, Achievable, Relevant and Timely)?
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System development approaches

	RAD project characteristics/suitability test
	

	Does your project conform to the following?
	Y or N

	The project team must be genuinely empowered to make decisions, and should include fully committed user involvement from all affected groups for the duration of the development.
	

	The system should not be computationally complex.
	

	The system should not be safety or mission critical (where perfection is the goal).
	

	Requirements should not be rigidly defined up front.
	

	The system should have a significant GUI element, and not be dominated by system-to-system interfaces.
	

	The environment should be stable, both technically and organisationally.
	

	The project must not be too large or must be able to be delivered in small sequential increments.  Many RAD approaches have maximum timebox sizes, such as 90 days, within which it should be possible to deliver the system or its first increment.  DSDM suggests 6 months as the absolute maximum.
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Research issues

	Literature sources checklist

	Have you reviewed the following types of source?
	Y or N

	Books
	

	Journals 
	

	Newspapers
	

	Conference papers
	

	Research reports and theses
	

	Company reports
	

	Video and radio broadcasts
	

	The Internet
	


	Literature source/article evaluation questions

	1
	What ideas, techniques and quotations can you gain from the article?

	2
	Is the author clearly identified, and is he/she well recognised within his/her field?



	3
	Can the article make a direct and meaningful contribution to your project?

	4
	How important is the article within its field?

	5
	Is the article up to date, and is it still relevant within its field?



	6
	How respected and authoritative is the publication?

	7
	Does the article add anything new to your research?

	8
	Is the article well researched, referenced and logically presented?

	9
	Is the article based on fact, logical reasoning, speculation or opinion?

	10
	Are the conclusions consistent with the facts and arguments?

	11
	Is the article biased or unbalanced?

	12
	Are the article and/or its author quoted in other material?

	
	Sources:  Author’s experience, Dawson (2000)
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Setting up your project

	Suggested filing system

	Have you set up the following sections in your filing system?
	Y or N

	Background documents
	

	Project start up documents
	

	Project plans
	

	Literature search results
	

	System development documents and models
	

	Fact finding results 
	

	Project control documents 
	

	Correspondence
	

	Draft reports
	

	Project handbook
	

	Meeting agendas and minutes
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Managing your project

	Standard agenda items for supervisor meetings 

	Does you agenda include the following?
	Y or N

	Last meeting’s action points
	

	Progress since last meeting
	

	Issues and questions
	

	Review of deliverables
	

	Risks
	

	Plan for next period
	

	Agreed actions
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Systems analysis

In addition, templates for the following can be found on the companion website:

Interview recording sheet

Requirements catalogue

Entity descriptions

Attribute descriptions

	Areas requiring investigation

	Have you investigated the following?
	Y or N

	System requirements
	

	Current problems
	

	System objectives and success factors
	

	Existing systems and infrastructure
	

	Potential solutions
	

	Organisational or cultural factors
	

	Internal policies and procedures
	

	Internal politics
	


	Checklist for planning and conducting an interview

	Have you completed the following?
	Y or N

	Set objectives, ensuring that interviews are the most appropriate information gathering technique
	

	Identify potential interviewees from all functions and at all levels affected by the system
	

	Make appointments with interviewees, ensuring that interviews are sequenced and spaced out appropriately
	

	Send the interviewee a summary of interview objectives
	

	Design questions using open, closed and probing styles
	

	Decide on approach and structure of interview
	

	Prioritise and sequence your questions
	

	Review and rehearse timings for the interview
	

	Read background information on subject area 
	

	Adopt a professional approach to the interview 
	

	Use a mix of open and closed questions, followed up by probing questions
	

	Review notes as soon as possible after the interview
	

	Clarify and confirm outstanding queries using email if possible
	


	Checklist for planning and conducting observations

	Have you completed the following?
	Y or N

	Establish objectives and identify who/where to observe
	

	Ask permission and book timings
	

	Decide on the type of observation you will be using
	

	Design your note taking scheme
	

	Introduce yourself and your project to those being observed
	

	Take notes on everything that you see, and questions that the process raises
	

	Ask for samples and clarification (after observation has been completed if you are using a passive model)
	

	Thank the people that you have been observing, and ask if they have any questions or comments they would like to make
	

	Write up or annotate your notes immediately following your observation, while things are still fresh in your mind
	


	Checklist for producing and administering questionnaires

	Have you completed the following?
	Y or N

	Assess the information you wish to gather, and confirm that questionnaires are the only viable approach (they rarely are)
	

	Draw up a set of closed questions, and double check for clarity and precision.  (Note that the number of questions that you can ask within a single questionnaire is relatively small, as response rates will drop quickly if your questionnaire takes much longer than 15-20 minutes to complete).  
	

	Design an answering mechanism (e.g. range, scale etc.) that allows for a full set of responses
	

	Ensure that any open questions are tightly focussed and unambiguous
	

	Design your questionnaire layout, ensuring that:

Questions are well spaced out, and the response boxes are clearly identifiable

Use a plain and formal 10 or 12 point font (such as Times Roman or Arial)

The opening questions are easy to answer and non controversial

Questions are numbered to aid analysis

Provide a BRIEF introduction, and clear instructions for returning your questionnaire

Anonymity is assured
	

	Test your questionnaire on fellow students or a small sample of respondents
	

	Select your sample, bearing in mind that response rates may be as low as 20%, even if issued with management backing within an organisation 
	

	Design your distribution method.  (Face to face and telephone questionnaires have the best response rate but are labour intensive.  Email and postal questionnaires have better response rates than web-based questionnaires, but take time to address and collate. Web based questionnaires are useful when respondents are external to the organisation(s) concerned, and where addressing is difficult). 
	

	Ensure that you have permission to distribute your questionnaire
	

	Distribute your questionnaires, and chase up a few days before your collection or return date.  If using email or postal distribution, include a brief letter of introduction.
	

	Analyse your returns as soon as possible, even if you are expecting more responses.  (Analysis always takes longer than you think).
	


	Checklist for planning and conducting a workshop

	Have you completed the following?
	Y or N

	Set objectives, ensuring that a workshop is the most appropriate information gathering technique
	

	Identify potential attendees from across the organisation
	

	Check that the culture of the organisation will enable all potential attendees to contribute fully (e.g. are at a similar level, or are from a non-hierarchical organisation)
	

	Consider whether to hold more than one workshop (beware of the time involved in doing so)
	

	Make appointments with all attendees well in advance
	

	Identify and book a suitable location and facilities
	

	Create an agenda and send a copy to all attendees, together with details of where and when the workshop is to take place 
	

	Enlist the help of other students as note-takers (non-group project)
	

	Practice and rehearse holding a workshop with fellow students
	

	Set up the room with appropriate seating and tools, such as flipcharts and whiteboards
	

	Start the workshop with introductions (possibly including an ice-breaker) and a broad discussion topic that encourages full participation
	

	Adopt the GRAS process for exploring each of your major topics
	

	Write-up and review your notes as soon as possible after the workshop
	

	Send copies of the output to all attendees, and clarify any outstanding issues
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System design

	Infrastructure requirements and selection factors

	Have you considered the following?
	Comment
	Y or N

	Capacity
	Capacity requirements may refer to data volumes, transaction volumes or numbers of users.  
	

	Performance
	Including online response times, batch run-times and print speeds.
	

	Availability
	If long availability times are required (up to 24x7), then hardware and support costs are likely to be high.  
	

	Integration and compatibility
	Software and hardware components may need to interface with, or be used to support, existing systems.
	

	Platform strategy
	If your project involves an external client, they may have a platform strategy that constrains or dictates your infrastructure specification.
	

	Costs
	Including the costs of purchase, licensing, support, technical training, upgrades, and installation.
	

	Suppliers
	The reliability of suppliers may be an important factor, especially if your infrastructure is innovative in any way.  
	

	Security
	Special or complex security requirements can significantly constrain your technical options.
	

	Back-up and recovery
	All systems that process or store valuable data will need reliable backup and recovery facilities.   This will be less of an issue for more academic/problem solving projects, but you should still ensure that your source code is well protected.
	

	System management
	If your architecture is complex or high capacity you will need to think about how the system will be managed to ensure optimum use of resources.   
	

	Scalability
	If your system will be used on an on-going basis you need to specify how it will cater for future growth.   If technology prices are falling you may decide to build minimum capacity now, and plan for upgrades later.  If they are stable (and low) you may decide to install spare capacity now in order to avoid upgrade installation costs later.  
	

	Future proofing 
	You need to balance the attractions of adopting cutting edge technology against the risks of choosing components that may fail in the market (the VHS versus Betamax syndrome).  In many cases you will be better served by adopting stable, but still current, technologies.  
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System construction and implementation

Please refer to companion website for the following templates:

Change Control Log

Component Log

Test Plan
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Analysing your results

	Critical evaluation checklist

	Does your critical evaluation consider the following?
	Y or N

	Things that went well, with justification.    
	

	Quality and completeness of deliverables.
	

	Things that went badly, and why.  
	

	Discussion of problems encountered and decisions made.  
	

	Summary of changes to original scope or plans.  
	

	Success in meeting project aims and objectives.
	

	Potential improvements.  
	

	Next steps and follow-up actions.  
	

	Key messages for future projects.  
	

	Reflections on alternative approaches.    
	

	Reflections on personal development.
	


























i
© Pearson Education Limited 2004
18
© Pearson Education Limited 2004

