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Evaluation
16. Archiving & Wrap Procedures


Archiving & Wrap Procedures

It’s useful to have a distinct moment of reflection and evaluation. 

· For large projects, such as a web site redesign, you’ll want to meet with the production team and address specific archive and project completion issues.

· For ongoing projects, you might like to meet occasionally to evaluate the project direction and input by yourself and colleagues. 

This is an opportunity for the development team to reflect on their roles, procedures and outputs for the duration of the project. Evaluation amongst the team would occur in a ‘debriefing’ or ‘wrap’ meeting. Such a meeting is best scheduled within a fortnight of the project being completed, before people forget, get involved in another project, or go on a holiday!

Miscellaneous Issues

Some projects require time to prepare and send thank you letters, reports, or add project information to a portfolio. Finalize these miscellaneous outstanding issues now, while there’s still project momentum. 

There may also be some project follow-on, such as schedules for monitoring the project, or more work for team members on related projects. Outcomes of this evaluation phase will help the project leader and the team members determine how to proceed.

Archiving

During production, project paperwork may have become disorganized. Email messages and multiple versions of the project are probably scattered all over personal computers and the server. 

This Archiving and Wrap phase is a chance to clean up any loose ends, reorganize your workspace, your folio and perhaps even find that super nice pencil you lost in the pile of manila folders and coffee-ringed documents around the side of your computer!

Checklist: Project Evaluation / Wrap 


Item
Issues to consider


Evaluation meeting (“debriefing” or “wrap”)
· Schedule this as soon as possible after project completion

· Invite all team members

· Seek feedback from individuals about specific topics to cover

· Prepare and agenda and distribute to all participants before the meeting


Archives
· What materials should be archived

· How much time are you (and/or other team members) prepared or able to spend on this task

· Where will archive materials be stored (off-site, local server, personal computer or filing cabinet)


Thank-you letters
· Are these required

· Who do they need to be sent to

· Who will prepare these

· Will any related project material accompany the thank-you letter (e.g., copy of the project on CD/diskette, or promotional printed material)


Project reports
· Is a formal report required

· Who does it need to be sent to

· Who will prepare it

· Will any related project material accompany the report (e.g., sample production files, copy of the project on CD/diskette, or promotional printed material)


Library of reusable assets
· Can any code or artwork be saved for re-use on another project

· Who will prepare this and when

· Where will these be stored


Maintenance and monitoring
· Are there any maintenance and monitoring requirements 

· Who will do this, when, and what resources do they need

· Are there follow-on projects that involve the same team


Publicity
· Does the project need to be added to a folio of work

· Do press releases need to be prepared (who, when and what resources do they need)

· Will someone be writing to related web sites and search engines to establish links (who, when and what resources do they need)

Evaluation Meeting: sample agenda

General:

· Was the project enjoyable and rewarding? (personally and professionally)

· Did the project fulfil its requirements?

· Discuss ways to improve tools, processes, etc. and check that outcomes and recommendations are assigned to appropriate people/groups.

Archives:
· Status of backups, archives and where these are stored.

· Are there any outstanding materials to be archived?

Roles:

· Was leadership adequate?

· Were roles established clearly? 

· Were team members given adequate notice of changes and problems?

Communication:
· Was external communication clear and timely?

· Was internal communication clear and timely?

· Did the project leader communicate effectively?

Timelines and schedules:
· Was the timeline reasonable?

· Were milestones and deadlines met? If not, was adequate notice given?

· Did team members manage their time well?

· Did the project leader manage team members’ time well?

· Were regular production meetings scheduled? 

· Were meetings useful?

The team:

· Did team members receive (or have access to) adequate resources?

· Were team members accessible?

· Did team members understand the project leader’s needs?

· Did team members understand each other’s needs?

· Did the testing process work smoothly?
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