
 

PQP PROJECT DOCUMENTATION GUIDANCE 

Purpose:  Learn to effectively manage diverse and abundant information for use in project, 

including through sharing amongst teammates and others.  

 

 

 

 

PROJECT MEETINGS 

Purpose:  Develop business meeting organizational and communication skill 

General Instructions 

 

 

 

Agenda 

Minutes 



PROJECT LOG & PROJECT LIBRARY 

Due:  Ongoing, brought to every team gathering 

Purpose:  Develop research project management skills by maintaining an organized reference file 

of all project-generated documents, including meetings documents, assignments, team 

decisions (e.g., norms, task responsibilities, etc.), faculty feedback, etc.  

 

PROJECT LOG 

General Description 

 

 

 

Project Log Contents 

 

 

 

 

 

 

 

Project Log Submissions and Grading 

 

PROJECT LIBRARY 



Aliases, Email Etiquette and File Names 

ALIASES 

 

 

 

 

EMAIL ETIQUETTE 

FILE NAMES and DOCUMENT HEADERS 

mailto:epa-D03@wpi.edu
mailto:blc-D03@wpi.edu
mailto:large-buildings@wpi.edu
https://www.wpi.edu/Academics/CCC/Services/Email/mailinglist.html

