Project Planning
Bacteriology–Natural Product Discovery Hub, MSB, Dr. Shagufta Perveen| sperveen@wisc.edu
Part 2: Project Planning Meeting
Purpose:
During the project planning and estimation meeting, core staff and the requester (user/PI) will discuss project objectives, available analytical approaches, and anticipated outcomes. This ensures mutual understanding of the experimental design, data deliverables, and cost before work begins.
Core staff will:
· Review and discuss methodology options (LC-MS, HPLC, targeted vs. untargeted, quantitative vs. qualitative, etc.)
· Explain the types of data and results possible from each method, including expected levels of confidence and resolution
· Define the scope of data processing and analysis (if any) to be performed by core staff
· Estimate costs associated with each approach
A summary estimate form including project objectives, agreed methodology, and estimated cost will be prepared and sent to the PI for approval before project initiation.
Meeting Duration: ~30 minutes
Suggested Meeting Structure
	Step
	Discussion Points

	User Project Overview
	User describes the research goal or desired outcome from using LC-MS/HPLC etc.

	Core Staff Summary
	Core staff restate their understanding of the request.

	Clarification
	User confirms or corrects the summary.

	Approach Options
	Core staff outline different analytical and data processing options, including expected outcomes, time, and cost implications.

	Agreement on Approach
	User and core staff finalize the analytical plan, including “go/no-go” decision points where user approval is required before additional steps (e.g., extended method development or in-depth data analysis).



Detailed Discussion Topics
	Category
	Key Questions/Point

	Sample Preparation
	Who is responsible (user or core staff)?
What are the specifications (volume, solvent, concentration, cleanliness)?
If core staff performs preparation, what is the agreed procedure?

	Method Development
	 Will a core standard (existing method) be used?
Is custom method development required?
Define scope and decision points.

	Instrument Operation (Running)
	Schedule and expected runtime.
Sample order, controls, blanks.

	Raw Data & Data Processing
	Type of data to be delivered (raw, processed, or both).
File format and data transfer method.

	Data Analysis
	Will the core staff perform statistical or chemometric analysis?
If yes, define expected deliverables and reporting format.

	Timeline
	Estimated start and completion dates.
Key milestones and communication checkpoints.



Meeting Outcome Summary
· Agreed analytical approach: ____________________________________________
· Estimated cost summary prepared by: __________________ Date: ___________
· PI approval received on: ___________________
· Expected project start date: ___________________
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