
PARTNER EXPERIENCES DESIGN 
TRACKING PROCESS



Status
Allows us to gain visibility into what team participants are 
currently working on without disrupting their workflow

Capacity
Load balancing the team, fitting project to resource, avoid 
over extending. 

Quality 
Drives a high bar of success on team output by mitigating 
scope creep and communication gaps 

Goals



Boards



Who manages it?

Lead will work with assigned designer to manage closing out 
deliverables as dependent tasks are completed and report 
status

What’s in it?

All design project documentation, assets, targeted iteration, 
PM owners and notes. 

Deliverables

What is it?

A top level work item that reflects a broader set of dependent 
design tasks

Who owns it?

Assigned to the Design Lead or IC who owns the area or 
feature

Who creates it?

PM creates it; Lead and Designer collaborate with PM to refine. 



As a team, we roughly size and prioritize before embarking on 
the project.

Leads should know the scope of every deliverable, and be 
aware of scope change.

Deliverables

Can span multiple iterations



Deliverables

Intake form



Who manages it?

Generally self managed by assigned individual and monitored 
at a top level if work needs to be completed 

What’s in it?

Details on the work ask, notes captured through the design 
process and links to related assets 

Tasks

What is it?

A dependent “Task” or request that needs to be completed to 
close out a deliverable



Should be closed out to the assigned iteration

IC Designer should enter how many days it took to complete a 
task in the cost field

Tasks

Shouldn’t exceed 4 weeks



T-Shirt Sizing

T-Shirt sizing is a way for us to have a common 

language when estimating our work. We leverage  

values that are consistent and simple to avoid 

ambiguity. 

S 1 - 2 days

M 5 3 – 5 days

L 10 1 – 2 weeks

X L 20 2 – 4 weeks

X X L 30 >4 weeks

2

0.5 X S .05 - 1 day

VSO Values Days

Sizing
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Meetings

UX office hours
Weekly opportunity for PMs and engineers to bring a 
problem to the design team for help and consultation. 
Should be in-person, if possible, to facilitate white 
boarding and ideation.

Triage/intake
Review and prioritize backlog, qualify if items are ready to 
be taken into scope, assign designer and start sizing.

Check-ins (standup) 
Designers highlight blocked items or scope creep, identify 
time to resolve.

Leads check-in(s)
Communicate status, workload, and risks to PM leads. 
Align on priority, top of mind items.


