Milestone Worksheet for FGS Projects
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These worksheets are a resource for project planning at the FGS.  They are designed to inform your development of a Gantt chart or project management plan for a successful project.  FGS project requirements and expectations are included in this and the next two sections.

	
	
	

	SOME QUESTIONS TO CONSIDER:
	 

	1
	What is the purpose?
	

	2
	Who are the stakeholders?
	

	3
	What reports and deliverables are required?
	

	4
	When does the grant project start?
	

	5
	When does the grant project end?
	

	6
	What interim or milestone dates should be listed?
	

	7
	What computer resources are needed to develop/complete the final deliverable?
	

	8
	What data needs to be archived?

	 9
	Who should review FGS publication?
	

	10
	What is the strategy to disseminate the publication to stakeholders?
	

	
	
	

	Steps to Consider in Project Development
	 

	
	Organize phases, tasks, milestones
	

	
	Establish task sequence
	

	
	Assign task duration
	

	
	Identify critical tasks
	

	
	Identify critical resources
	

	
	
	

	Resources Required
	 

	1.
	Computers/database development/application design
	

	2.
	GIS
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	
	
	

	
	
	

	Deliverables to be Produced
	 

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	Published Report
	

	
	
	

	
	
	



Project Name: __________________________________________________
FGS Section: ______________________
Intended Start Date: _______________	Intended End Date: _____________

“Begin with the end in mind” – Stephen Covey

	Milestones to consider:
	Date 

	
	
	 

	10.
	Post Project/Data Archived/Closeout
	 

	
	
	 

	9.
	Publication Complete
	 

	
	
	 

	8.
	Publication 1st Draft in Review
	 

	
	
	 

	7.
	Final Reports/Final Deliverables
	 

	
	
	 

	6.
	Technical Presentation to FGS
	 

	
	
	 

	5.
	Data Analysis/Interpretation
	 

	
	
	 

	4.
	Sample/Data Collection
	 

	
	
	 

	3.
	Literature Review
	 

	
	
	 

	2.
	Project Proposal Development, Solicitation and Review
	 

	
	
	 

	1.
	Project Concept Experimental/Project Design
	 

	
	
	

	Deliverables to be Produced
	

	1.
	
	 

	2.
	
	 

	3.
	
	 

	4.
	
	 

	5.
	
	 

	6.
	
	 

	7.
	Published Report
	 

	
	
	

	
	
	

	Milestone Tasks 
Items in Red are an Administrative Requirement
Items highlighted Gray are specific to Grants

	
	    Milestone One: Project Concept-Experimental/Project Design

	 
	1.1
	Develop hypothesis or identify need/justification

	
	1.2
	Identify nexus with Florida Statutes & DEP Goals and Objectives

	 
	1.3
	Determine consistency with FGS Business Plan Goals and Objectives

	
	1.4
	Identify numeric objective in FGS Business Plan that relates to proposed project

	 
	1.5      Complete preliminary literature review

	
	1.6      Develop summary of state of existing knowledge

	
	1.7      Bring proposal or research concept to GeoConfab for discussion

	
	1.8      Develop data collection criteria & methodology including QA/QC procedures

	 
	1.9
	Review safety procedures and requirements

	
	1.10
	Develop analytical processes

	
	1.11
	Identify scope and milestone timelines

	
	1.12
	Outline project proposal/scope of work



	
     Milestone Two: Grant/Proposal Development, Review and Implementation

	
	2.1
	Determine Grant start and end dates

	
	2.2
	Determine scope of the granting agency’s grant opportunity

	
	2.3
	Determine ability to meet grant guidelines and objectives

	
	2.4
	Finalize project proposal/scope of work outline, which may include QA training

	
	2.5
	Outline resource needs including labs and GIS/map production as applicable

	
	2.6
	Outline Stakeholders – create and maintain contacts list

	
	2.7
	Develop Budget and Gantt (or equivalent) Chart

	
	2.8
	Identify FGS funds required

	
	2.9
	List goals & objectives as well as interim and final products

	
	2.10

	Obtain approvals from supervisor and Director via FGS Project Proposal Form or
FGS Grant Proposal Form

	
	2.11
	Draft project proposal, obtain reviews, finalize proposal

	
	2.12
	If a federal grant, submit DEP Grant Application Form for Secretary approval of Grant Proposal

	
	2.13
	Submit approved grant proposal per grant guidelines

	
	2.14
	If grant awarded, repeat Tasks 2.2 through 2.3, if needed

	
	2.15
	Inform Budget Coordinator for fund allocations and DEP Grant Review Form

	
	2.16
	Start the project

	
	2.17
	Communications:

	
	2.17.1
	Write kick-off article for FGS News & Research unless waived

	
	2.17.2
	Provide one-page summary to Director for DEP leadership briefings

	
	2.17.3

	Propose Education Development Plan modifications to allow for presenting results of project at meetings, workshops, or conferences

	
	2.18
	Hire staff as needed under the grant and train all data users and data generators

	
	2.19
	Submit EOG Report item, unless waived

	
  Milestone Three:  Intensive Literature Review

	 
	3.1
	Refine scope of literature search and search criteria

	
	3.2
	Review citations

	 
	3.3
	Develop & complete citation summaries

	
    Milestone Four: Sample/Data Collection

	 
	4.1
	Develop or implement existing protocols

	
	4.2
	Consider instrument calibration, sample blanks, standards, etc.

	
	4.3
	Collect samples/data according to DEP SOPs

	
	
	Validate data: conduct QA/QC. Conduct audits on various steps of data collection, which includes auditing the auditor if they are part of the data collection 

	
	4.4
	Enter data in suitable format for processing and archiving

	
	4.5
	Update GEODES and Publications Spreadsheet (for Biennial Report)

	
	4.6
	Update National Catalog: https://datapreservation.usgs.gov/page/submit_data/ 



	    Milestone Five: Data Analysis & Interpretation

	 
	5.1
	Review data sets for validity and consistency using DEP/FGS SOP’s

	
	5.2
	Process data 

	
	5.3
	Review processed data in context of project goals/objectives

	
	5.4
	Prepare data sets and charts for GIS analysis

	
	5.5
	Review & cleanup of data sets

	
	5.6
	Develop data layers

	
	5.7
	Design layouts for maps; follow appropriate standards, e.g., 
https://ngmdb.usgs.gov/Info/standards/

	
	5.8
	Finalize Maps 

	
	5.9
	Status report/deliverable to supervisor/management if required



	    Milestone Six: Technical Presentation to FGS

	 
	6.1
	Organize information

	
	6.2
	Create presentation outline

	
	6.3
	Identify key points and findings

	
	6.4
	Use charts, tables, bullet points, graphics, photos as needed

	
	6.5
	Deliver project presentation to FGS and discuss; include societal relevance of project



	    

    Milestone Seven:  Final Reports/Final Deliverables

	 
	7.1
	Develop report outline and review with supervisor

	
	7.2
	Generate deliverables consistent with project/proposal guidelines and objectives

	
	7.3
	Write the report

	
	7.4
	Initiate and complete FGS Manuscript Routing Form

	
	7.5
	Final report/deliverables submission

	
	7.6
	Distribute final report/final deliverables to stakeholders



	    Milestone Eight: Publication Completion Process

	 
	8.1
	Publication per procedures in FGS Handbook

	
	8.2
	Submit FGS News & Research Article unless waived

	
	8.3
	EOG Report item, unless waived



	    Milestone Nine: Project Closeout

	 
	9.1
	If applicable, link publication to well(s) in GEODES

	
	9.2
	Address versioning; move/delete multiple document/data versions

	
	9.3
	Complete file management for digital/hard copy documents, maps, and reports

	
	9.4
	Archive data/information with Geospatial Data Lab/FGS Librarian

	
	9.5
	Conduct closeout review with supervisor






	    Other considerations

	

	· Consider presenting findings at meetings/conferences

	· Inform stakeholders via reports, workshops, and presentations

	· FGS Awards

	· Davis Productivity Award

	· Florida Geoscience Workgroup webinar

	· Update FGS Annual Business Plan

	· Basis for inclusion as goal in business plan

	· Basis for seeking legislative budget request (LBR)
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