Transition Document: <Team Name and Semester> 
Introduction
In this section, you should explain your projects goals and objectives. What is the purpose of your project? What steps are you taking to complete it? Give a brief summary. 
Team breakdown
Explain your team’s composition. How many sub-teams do you have, if any? What are their goals, and what is their role on the team? What are they working on? 
Who to contact from previous semesters
Determine who on your team is returning for the next semester, if anyone, and designate a point person for answering questions about previous semester’s work. If no one is returning, determine someone from each sub-team who is willing and available to chat to next semester’s students about the work that was done, and to answer any questions. If you had senior design students on your projects, please include their contact information. 
Advisors information
Who are your advisors on the project? Who is your TA? 
Project partner information 
Who is your project partner? What is their contact info? What is their preferred method of communication (email, phone call, text)? How regularly do you update them, communicate with them, or meet with them? If they are international, do you have plans to meet or visit with them in the following semesters? 
Materials and Inventory
What materials do you currently have, and what materials are you actively using? Where are they (in your locker, in the build lab)? What are they used for? Do you have extra materials? 
Platforms
[bookmark: _GoBack]What platforms do you use to work (i.e. Google Drive, SharePoint, Slack, Basecamp)? How do you use them? Where do you store documents? If you use multiple platforms, explain the differences in usage. Where do you put key documents, and what are they (i.e. Design Documents, User Manuals, etc.)?  Include document titles. If important information is stored in someone’s notebook, explain where to find it and what it is. 
Deliverables 
Summarize your semesters work and outcomes. What were your deliverables for this semester? Where are they (in the EPICS lab, in your locker, online, etc.)? Has the project partner seen your semester deliverables? If yes, what was their feedback? Did you do any testing this semester? If yes, what were the results? 
Outreach
Did you reach out to or connect with anyone outside of the team or partner organization throughout the course of the semester, such as experts in certain fields, potential collaborators, translators, manufacturers, labs, or centers on campus? If yes, what were they? Did they show interest in engaging with the project in the following semesters? If yes, what is their contact information? 
Issues
Did you run into any major issues this semester? If yes, how did you solve them? Were those issues consistent? Do you anticipate any issues going forward? 
Next steps and future directions
What needs to be done next? Where do you recommend future students start next semester? What do you want to see done on the project? Have you promised deliverables to your project partner for the following semester? If yes, what were they, and what is the timeline for them? 
Design Review
What feedback did you get from reviewers during your final design reviews? What feedback have you addressed so far, if any? How should this feedback be addressed in the following semester? 
Budget
What materials or resources will you need next semester? If you’re not sure, try to think ahead and give some suggestions. 
Grants
What grants did you apply to this semester, if any? Are there any requirements for this grant that will carry over into the following semesters? If yes, what are those requirements and when are they due? 
Estimated Project Timeline
What is your proposed overall project timeline (NOT your semester timeline, but the full project)? Did you give your project partner future dates for feedback or delivery? If yes, what are those dates and what are the deliverables? When do you estimate completing this project? What do you estimate completed the different phases of the design process? 
Webmaster Updates
What software did you use to update the team’s website this semester? What information did you add? What will need to be updated or changed with the following semester? 





