

PROJECT DOCUMENTATION

How to document your project from start to finish
1. Why Documentation Matters
Good documentation is one of the most valuable skills you can demonstrate as an intern. It shows professionalism, keeps the team aligned, and ensures your work can be understood, continued, or reviewed by others  including your supervisor and future team members.

	Key Benefits of Good Documentation
• Everyone on the team stays informed about project progress.
• Problems and decisions are recorded so nothing gets forgotten.
• Future interns or employees can pick up where you left off.
• It protects you  if questions arise, your records speak for you.
• Your supervisor will evaluate both what you built AND how well you documented it.



2. Documentation at Every Project Phase
Documentation should happen continuously throughout your project  not just at the end. The table below outlines what to produce at each phase.

	Phase
	What to Document
	Key Artifacts

	1. Kickoff
	Scope, goals, team roles, timeline
	Charter, Role Matrix

	2. Planning
	Requirements, risks, tools chosen
	Requirements Doc, Risk Log

	3. Execution
	Progress updates, decisions, blockers
	Weekly Log, Decision Log

	4. Testing
	Test cases, bugs found & fixed
	Test Report, Bug Tracker

	5. Delivery
	Final output, lessons learned, handover
	Final Report, Handover Doc



3. Required Documents for Every Project
Each intern project must include the following core documents:
3.1  Project Charter (Week 1)
Created at the very start of the project. It answers the fundamental questions:
1. What is this project about? (1–2 sentence summary)
1. What problem does it solve or what goal does it achieve?
1. Who is involved? (intern names, supervisor, stakeholders)
1. What are the expected deliverables?
1. What is the timeline / deadline?
1. What tools, platforms, or resources will be used?

3.2  Requirements Document
A list of everything the project must do or produce. Split into two categories:
1. Functional Requirements — what it should do (features, outputs, behaviors)
1. Non-functional Requirements — quality standards (speed, security, format, style)

3.3  Progress / Weekly Log
A running record updated at least once per week. This is your most important ongoing document. Use the template below:

	Date
	Task Worked On
	Progress / Status
	Blockers
	Next Steps

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



3.4  Decision Log
Every time your team makes a significant decision, record it:
1. Date the decision was made
1. What was decided
1. Why (the reasoning or trade-offs considered)
3.5  Final Report (At Completion)
Submitted when the project is done. Must include:
1. Executive Summary — 1 paragraph overview of the project
1. Objectives vs. Outcomes — what you planned vs. what you achieved
1. Key Deliverables — list of all outputs with links or attachments
1. Challenges Faced — honest account of what was hard and how you handled it
1. Lessons Learned — what you would do differently next time
1. Recommendations — suggestions for the next team or future development4. Explain How Your System Works



This is one of the most important things you will write. Anyone reading your documentation  a supervisor, a future intern, or a stakeholder  needs to understand your system without having to ask you questions. In your Final Report, and optionally as a standalone System Overview document, include all of the following:
4.1  What the System Does
Write one clear paragraph describing what the system does, what problem it solves, and who it is for. Avoid technical jargon  this should be understandable to someone non-technical.
4.2  How It Is Structured
Describe the main components or modules and how they connect. A diagram or flowchart is strongly encouraged.
1. Name each component and give a one-sentence description of what it does.
1. Explain what triggers or feeds into each component, and what it produces.
1. If the system has a database, API, frontend, or distinct processing stages, label and explain each one.
4.3  How to Use It
Write step-by-step instructions for someone operating or interacting with the system for the first time.
1. Start from the very first action a user takes.
1. Include screenshots or screen recordings if possible.
1. Describe what a successful result looks like at each step.

4.4  How to Set It Up
Document everything needed to get the system running from scratch. If your setup instructions are incomplete, no one can continue your work.
1. List all dependencies, libraries, or tools that must be installed first.
1. Specify the environment or platform it runs on (e.g. Python 3.11, Node 20, Ubuntu 22).
1. Provide the exact commands or steps needed to install, configure, and launch.
1. Note any environment variables, API keys, or configuration files required.

4.5  Known Limitations
Be honest about what the system does not do or where it may fall short.
1. List any features that were planned but not implemented.
1. Note any edge cases the system does not handle.
1. Flag any known bugs or performance issues.

	The Test
Hand your documentation to someone who has never seen the project.
If they can set it up, run it, and understand it without asking you a single question  you have done it right.



5. Accountability & Tracking
 Keep them accurate and up to date  they are your primary accountability tool.
5.1  Milestone Tracker
A running table comparing planned dates to actual dates for each key deliverable:

	Milestone
	Planned Date
	Actual Date
	Status
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5.3  Scope Change Log
Any time the project pivots  a feature dropped, approach changed, timeline shifted  document it immediately:
1. What changed and why
1. Who approved the change
1. Impact on the timeline or deliverables

5.4  Time Log
Record hours spent per task each week. This helps evaluate effort vs. output and supports your supervisor's reporting.

	Week
	Task / Activity
	Hours Spent
	Cumulative Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





6. Quality & Standards
Every project should be built and documented to a consistent standard. Use these checklists before submitting any work.

6.1  Code Review Checklist (Tech Projects)
1. Code is commented  every function has a brief explanation of what it does
1. Naming conventions are consistent and descriptive throughout
1. No hardcoded credentials, API keys, or passwords anywhere in the code
1. No unused variables, dead code, or commented-out blocks left in
1. Error handling is in place for expected failure points
1. Code has been reviewed by at least one other team member before submission

6.2  Testing Documentation Template
For every project that builds something, document your testing:

	Test Case
	Input / Scenario
	Expected Result
	Actual Result
	Pass / Fail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Also record: who conducted the testing, the date, and what environment or platform was used.

6.3  Peer Review Form
Before submitting docs to, have a teammate complete this review:
1. Is the document clearly structured and easy to follow?
1. Are there any sections that are unclear or incomplete?
1. Does the system explanation make sense to someone unfamiliar with the project?
1. Are all file names, version numbers, and dates correct?
1. Reviewer name and date of review

6.4  Accessibility & Usability Checklist (User-Facing Projects)
1. Text is readable  minimum 12pt font, sufficient contrast
1. All images and diagrams have descriptive alt text or captions
1. Forms and inputs have clear labels
1. The interface has been tested on at least two different screen sizes
1. Error messages are helpful  they tell the user what to do, not just what went wrong
7. Knowledge & Learning
These documents capture the thinking behind the work  not just what was built, but how and why. They are some of the most valuable things you can leave behind.
7.1  Research Log
Track every source, tool, or approach you investigated before making a decision:

	Date
	Topic Researched
	Source / Tool Evaluated
	Finding / Outcome

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7.2  What I Tried and What Failed
Document dead ends so future interns do not repeat the same mistakes. For each failed approach:
1. What was tried and why it seemed promising
1. What happened when it was tested
1. Why it was abandoned
1. What was learned from it

	Why This Matters
A failed experiment documented is knowledge gained.
An undocumented failure is a trap waiting for the next person.



7.3  Skills & Tools Inventory
At project close, list every tool, technology, and skill used or developed during the project. This feeds into reporting and helps future teams assess what the project required.

	Tool / Skill
	Category
	Level of Use
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7.4  FAQ Section
As questions come up during the project  from teammates, stakeholders, or your supervisor  document them and their answers. This becomes an invaluable resource for anyone who inherits the project.

	Format
  Q: [The question that was asked]
  A: [The answer, as clearly as possible]
  Added by: [Name]  |  Date: [Date]



7.5  Glossary of Terms
Define every technical term, abbreviation, or domain-specific word used in your documentation. Never assume the reader knows the terminology.

	Term / Acronym
	Definition

	API
	Application Programming Interface  a way for two systems to communicate

	RAG Status
	Red / Amber / Green  a traffic-light system for project health

	MVP
	Minimum Viable Product  the smallest version of the project that delivers value

	[Add your terms]
	



8. Stakeholder & Communication
Projects do not happen in isolation. Document who is involved, what was communicated, and what feedback was received and acted on.
8.1   Meeting & Communication Log
Every significant meeting or decision made outside of a formal document must be recorded here. Do not rely on memory or informal messages.

	Date
	Attendees
	Topics Discussed
	Decisions Made
	Action Items & Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




8.2  Assumptions Log
Document things the team assumed to be true when making decisions. When an assumption turns out to be wrong, it explains why something was built a certain way.
1. What was assumed
1. Why it was assumed (what evidence or logic supported it)
1. Whether the assumption was later confirmed or disproved

8.4  Feedback Log
Track every piece of feedback received from your supervisor or stakeholders, and show what was done about it:

	Date
	Feedback Received
	From Whom
	Action Taken
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




9. Closure & Impact
These documents ensure your project lands properly  that the work is handed over cleanly and its impact is understood.

9.1  Project Handover Document
This is the most practical document you will write. It is specifically for the next person picking up this work. It is different from the Final Report  it is operational, not reflective.
1. Where are all the files? (exact folder paths or links)
1. What accounts, tools, or platforms are used? (credentials stored securely  do not put passwords in the doc)
1. What is the current state of the project? What is finished and what is not?
1. What are the immediate next steps for whoever continues?
1. Who are the key contacts for questions?
1. Are there any time-sensitive items that need attention?

	Rule
Write the handover document as if you are handing this off tomorrow and will have no contact with the new person.
If they have to call you to ask a question, the handover document is incomplete.



9.2  What's Still Open
A dedicated section in your Final Report (or a standalone document) listing everything that is unfinished, unresolved, or undecided. This is forward-facing  for whoever continues the work.

	Open Item
	Category
	Priority
	Suggested Next Steps
	Owner (if known)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



9.3  Project Impact Statement
Answer the question: what difference did this project actually make? Quantify where possible.
1. What was the stated goal and was it achieved?
1. What measurable outcomes resulted? (e.g. time saved, users reached, errors reduced)
1. What qualitative impact did the work have?
1. What would not have happened without this project?

9.4  Sustainability Note
Can this project survive after you leave? Document what it needs to keep running:
1. Does it require ongoing maintenance? If so, what and how often?
1. Are there any licenses, subscriptions, or access permissions that will expire?
1. What skills or knowledge does someone need to maintain or extend this project?
1. Is there a risk of the project dying without a specific person? If yes, document how to mitigate that.

9.5  Recommendations Letter
A brief document addressed to whoever receives this project next. Write it as a professional handoff note:
1. What you built and why
1. What you would prioritize if you had more time
1. What pitfalls to avoid
1. Your honest assessment of the project's current state



10. Process & Operations
These documents protect the organization and make the end of your project clean and professional.

10.1  Tool & Access Log
Track every platform, account, or license created or used during the project. This ensures access can be transferred or revoked cleanly when the internship ends.

	Tool / Platform
	Account Email / Username
	Access Level
	Who Else Has Access
	Status at Close

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Important
Never store passwords in this document.
Use a secure password manager or hand credentials to your supervisor directly.




10.4  Replication Guide
How would someone rebuild this project from nothing? This goes beyond setup instructions  it explains the entire logic of how the project was created, so it can be recreated, extended, or adapted in a different context.
1. What decisions were made and in what order
1. Why certain approaches were chosen over alternatives
1. What the key challenges were and how they were solved
1. What resources (data, people, tools) were essential

10.5  Ethics & Data Handling
If the project touched real user data, external APIs, or sensitive information, document how it was handled:
1. What data was used and where it came from
1. What permissions or consent were obtained
1. How the data was stored, processed, and protected
1. Whether any data is retained after the project ends  and if so, who is responsible for it
1. Any privacy, legal, or ethical considerations that arose and how they were addressed

	Mandatory
If your project used real personal data  names, emails, usage data, anything identifiable 
this section is not optional. It must be completed before your Final Report is submitted.



11. File Naming & Folder Structure
Consistent naming makes files easy to find and avoids confusion. Follow these rules strictly across all 38 projects.

11.1  File Naming Convention
	Naming Format
  [ProjectCode]_[DocumentType]_[Version]_[YYYY-MM-DD]

  Examples:
  PRJ01_ProjectCharter_v1_2026-07-26.docx
  PRJ01_WeeklyLog_v3_2026-08-10.docx
  PRJ01_FinalReport_v1_2026-09-15.docx



1. No spaces in file names — use underscores (_)
1. Always include a version number (v1, v2, v3…)
1. Never delete old versions — move them to the /Archive subfolder
1. Use the date of the last significant update

11.2  Version Changelog Table
Add this table to the top of every document:

	Version
	Date
	Author
	Summary of Changes

	v1.0
	YYYY-MM-DD
	[Name]
	Initial draft

	v1.1
	YYYY-MM-DD
	[Name]
	

	v2.0
	YYYY-MM-DD
	[Name]
	



11.3  Recommended Folder Structure
	Folder Layout
  /[ProjectCode] - [Project Name]/
  ├── 01_Charter/
  ├── 02_Requirements/
  ├── 03_Progress_Logs/
  ├── 04_Decisions_and_Risks/
  ├── 05_System_Documentation/
  ├── 06_Testing/
  ├── 07_Stakeholder_and_Comms/
  ├── 08_Knowledge_and_Research/
  ├── 09_Closure/
  ├── 10_Operations/
  ├── 11_Final_Report/
  ├── 12_Assets/         ← images, data files, screenshots
  └── Archive/           ← old versions go here





12. Writing Style Guidelines
Your documentation will be read by people who were not in the room when decisions were made. Write as if you are explaining things to someone joining the project for the first time.

12.1  Clarity First
1. Use short, clear sentences. Aim for one idea per sentence.
1. Avoid slang, abbreviations, or acronyms unless they are defined first.
1. Write in the third person for formal documents ("The team decided…" not "We decided…").
1. Use active voice: "The intern built the dashboard" not "The dashboard was built."
12.2  Formatting Standards
1. Use headings (H1, H2, H3) to organize sections  never skip levels
1. Use bullet points for lists of 3 or more items
1. Bold key terms when first introduced
1. Add screenshots, diagrams, or tables wherever they help understanding
1. Leave white space  dense walls of text are hard to read
13. Dos and Don'ts

	✔  DO
	✘  DON'T

	Document as you go, not at the end
	Waiting until delivery to write docs

	Use clear, simple language
	Using jargon without explanation

	Version your files (v1, v2…)
	Saving over old versions

	Include screenshots & examples
	Writing walls of text with no visuals

	Note why a decision was made
	Only noting what was decided

	Update docs when plans change
	Leaving outdated info in your docs



14. Submission & Review Process
Follow this process for submitting your documentation:
Step 1 — Self-Review
Before submitting anything, ask yourself:
1. Is every section complete? No "TBD" or blank fields.
1. Is the file named correctly and stored in the right folder?
1. Would someone unfamiliar with the project understand this document?
1. Are there any spelling or grammar errors?


Step 2 — Peer Review
Have at least one teammate   complete the Peer Review Form (Section 6.3) before submitting to your supervisor.

Step 3 — Supervisor Submission
Submit documents via the designated shared folder. When submitting:
1. Send a brief message summarizing what you are submitting and what feedback you need
1. Specify the deadline you are working toward
1. Flag any sections you are uncertain about

Step 4 — Incorporate Feedback
When you receive feedback, update the document, increment the version number, and add the change to the changelog. Do not start fresh  build on the existing document.
15. Quick Reference Checklist
Use this to make sure your project documentation is on track at every stage.
Week 1
1. Project Charter completed and submitted
1. Team roles clearly defined
1. Stakeholder Register started
1. Folder structure set up with correct naming
1. Requirements documented
1. Glossary started
During the Project (Weekly)
1. Weekly log updated every Friday
1. RAG status submitted to supervisor
1. Decisions and risks logged as they happen
1. Meeting and communication log updated
1. Research log updated when new sources are consulted
1. FAQ updated when questions are asked
1. Files versioned and old copies archived
At Completion
1. System explanation written and clear (Section 4)
1. What's Still Open list completed
1. All deliverables listed and linked in the Final Report
1. Lessons Learned section completed honestly
1. Handover Document written  complete and self-sufficient
1. Tool & Access Log completed  all platforms recorded
1. Ethics & Data Handling section completed (if applicable)
1. Skills & Tools Inventory completed
1. Project Impact Statement written
1. Sustainability Note completed
1. Recommendations Letter written
1. All documents named, versioned, and stored correctly
1. Final Report submitted to supervisor

	Remember
Documentation is not a chore  it is part of the work itself.
A project with no documentation is only half-done.
Your supervisor will evaluate both what you built AND how well you documented it.



16. Contact & Support
If you have questions about documentation requirements or are unsure about any section of this guide, reach out to me Brian or keith  Do not wait until your deadline.
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