[bookmark: _q9r69w480fa9]MITDP LAUNCHPAD / Version 1.2
[bookmark: _9g6jztj7718d]User Research Summary
Use this worksheet to document how you conducted research interviews with representative users to help understand the problems you’re looking to solve. 

Note: This summary is specific to user research conducted through interviews with individual users, which is required as part of your MITDP Launchpad. Conducting interviews with individual users is different from other types of research, such as conducting surveys or focus groups, which should not be included in this summary. 
For more information on conducting interviews with individual users, see the MITDP Guide for Ethical, Inclusive, and Effective User Research.


[bookmark: _ngznw4lc8pi3][bookmark: _High-level_data_about]High-level data about the people who use your service
As part of planning research, you’ll want to conduct a high-level analysis of User Groups, or categories of users, which helps structure how you’ll recruit participants and conduct interviews. In the table below, include the names of each User Group, a brief description, the number of current users in that group (if applicable), and the number of potential users. 
Include all of the user groups that are involved in your project. This should include your internal users (for example, the staff that review and approve permits) as well as external users (for example, a type of business owner applying for a permit).
Organize your user groups into two categories: primary user groups, which are the groups that your MITDP may want to focus on supporting, and additional user groups, which includes all other groups that will use your service. In the next worksheet, you’ll provide more information about each of your primary user groups based on what you’ve learned in user interviews.
Note that the number of potential users will probably not be exact. For example, if your user type is restaurant owners in the State of Maryland, you can look up the number of restaurants in the State of Maryland and include that number as a rough estimate for the number of potential users.
	Name of category 
/ User Group
	Description / Who this includes
	Number of people in this group that are currently using your system
(if applicable)
	Total number of people in this group / potential system users 
(estimate)

	Primary user groups (generally, this will be 2 to 5 groups that are primary)

	 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Additional user groups (include additional, non-primary user groups here)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Include links or related documentation on your data sources in the box below.
	Data sources / How you determined numbers of current and potential system users

	





[bookmark: _djva4ikahwe9]Research plan
A research plan includes details about your study like background context, research goals, methodology, and an overall timeline.  
You will also develop your strategy on how to recruit and select representative users to participate in your study. 
You may find representative users through outreach to community organizations,  social media, intercepts, or platforms like UserTesting or Optimal Workshop. 

	Name of Research Plan
	Description 
	Full text of guide
(link or attachment)

	 
	
	File

	
	
	




[bookmark: _v7w8e2aqnr0s]Interview guides
Your Interview Guide consists of the structured questions that you’ll ask during your interview, guidance for the facilitator on how to start and end the interview, and information about any artifacts or prototypes that you want the participants to engage with at different points in the conversation. It can sometimes help to have multiple Interview Guides, in the case that you want to ask different questions for different User Groups.
Members of your team might also refer to this as an “Interview Script,” “Discussion Guide,” “Moderator Guide,” or “Research Protocol.” 
Include the full text of your Interview Guide(s) here, including questions asked, materials or prototypes provided to the participant, guidance for how to facilitate the session, and scripts for introduction and conclusion. 
	Name and/or version number of Interview Guide
	Description 
	Full text of guide
(link or attachment)

	 
	
	File

	
	
	



[bookmark: _d5gmb0cjwpoh]Research participants
These are people with whom you conducted structured interviews to understand their needs, challenges, and perspectives. We recommend including at least three (3) interviews for each of your primary user groups, with a minimum of nine (9) interviews overall.
The overall minimum will be more than nine if you have more than three user primary user groups, which is fairly common.
For each user group, add the overall number of participants interviewed, interview duration, recruiting method, and user interview guide was used.
Note: Please do not include personally identifiable information (PII) about any of your interview participants. For more information about protecting PII during user research, see our User Research Guide.
	#
	Category / User Group
 (use same categories as above)
	Number of participants
	Date of sessions
(Month/year)
	Duration 
(Minutes per session)
	Recruiting method used
	Interview guide used 

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	



[bookmark: _tt2fjqjva4r0]Synthesis process
After conducting interviews, there’s a process of synthesis to review the data and look for patterns and themes that become research insights. Your time might conduct synthesis through a number of tools, such as spreadsheets, sticky notes, or digital boards like Miro or Mural. For guidance on the synthesis process, review the step in the MITDP Guide for Ethical, Inclusive, and Effective User Research. 
Below, attach screenshots or other deliverables from your synthesis process, which helps us see how your team went from raw data to polished insights. It’s ok if your process is messy– this is normal! 
	Name of synthesis document
	Description 
	Documentation
(link or attachment)

	 
	
	File

	
	
	

	
	
	

	
	
	






















[bookmark: _3iroobe8kep5]

[bookmark: _os0jzyyz7pbb]Acceptance criteria for this section
We will evaluate your User Research Summary based on the following criteria:

	#
	Criterion
	How we’ll assess this

	1
	User Research Summary and Primary User Groups are submitted using required worksheets
	We’ll review your submission to ensure that it uses the required worksheets 

	2
	User groups have been identified that represent all relevant user types
	We’ll review your list of user groups to ensure that relevant groupings are included

	3
	Research plan provides estimates of the number of potential users in each user group 
	We’ll check whether estimates are present, including the data sources used

	4
	Interviews have been conducted with at least nine (9) individual users
	We’ll check to ensure that your team has conducted interviews with at least nine (9) individual users 
Note: User participation in Focus Groups does not meet this requirement 

	5
	Participants of user research interviews adequately represent all primary user groups
	We’ll cross-reference your list of interview participants with your list of primary user groups to ensure that you’ve conducted interviews with a sufficient number of individuals in each user group. We’re generally looking for at least three (3) participants per Primary User Group.

Note: User participation in Focus Groups does not meet this requirement 

	6
	Interview guide is included in Research Report and is in alignment with MITDP Guidelines for Ethical, Inclusive, and Effective User Research
	We’ll review your interview guide(s) to ensure alignment with MITDP Guidelines for Ethical, Accessible, and Effective User Research


[bookmark: _wvzhgtxppsn4][bookmark: _an4ly821targ][bookmark: _7us4mu720yt][bookmark: _lygcih750gjn]
