
CAE Capstone Skills Demonstration 
Student Quick Reference Guide (12-Week Timeline) 

1. What is the Capstone Project? 
The Capstone is the final "Skills Demonstration" component of your CAE designation. It is an 
assessment of your competence, not your knowledge. You are not writing about what you 
know; you are proving what you did. 

The Golden Rule: 
Your submission must be based on a real project you led or significantly contributed to within 
the last 24 months. Hypothetical plans, simulations, or future projects are strictly prohibited. 
The Complexity Check: 
To pass, your project must demonstrate integrated leadership across three domains: 
● Financial Acumen (Budgeting/Resources) 
● People Leadership (Staff/Volunteers/Change) 
● Governance (Policy/Risk/Board) 

2. Your 12-Week Roadmap 
Phase 1: Topic Selection & Approval (Weeks 1–2) 

Goal: Secure the "Green Light" to proceed. 

● Week 1: Submit your One-Page Capstone Proposal. This is a mandatory Go/No-Go 
checkpoint. 

● Week 2: Await approval. While waiting, deep-dive into the Evidence Portfolio Guide and 
the Writing Workbook. 

Phase 2: The Hunt for Evidence (Weeks 3–5) 

Goal: Locate authentic artifacts that prove your leadership. 

● Weeks 3–4: Find your "Process Evidence" (meeting minutes, risk registers, analysis 
drafts). Map them to the 5 competencies using the Evidence Portfolio Guide. 

● Week 5: Verify the quality of your evidence (Green/Yellow/Red). Secure your Supervisor 
Attestation signature now. 

Phase 3: Drafting the Narrative (Weeks 6–9) 

Goal: Translate your experience into a competency-based report. 

● Weeks 6–7: Draft the "Context" and "Strategy" sections using the Writing Workbook. 
● Weeks 8–9: Draft the "Implementation" and "Outcomes" sections. Use the D-E-A 



Framework (Describe-Explain-Articulate) to ensure you are writing about your specific 
role. 

Phase 4: Review & Submission (Weeks 10–12) 

Goal: Polish and Submit. 

● Weeks 10–11: Self-audit your package. Check redactions, formatting, and ensure every 
file in your Matrix is attached. 

● Week 12: FINAL SUBMISSION DEADLINE. Upload your Portfolio (Report + Matrix + 
Attestation) to the LMS. 

3. Document Usage Map 
Which document do I use, and when? 

Document Name When to Use Purpose & Action 

Capstone Policies & 
Candidate Rights 

Start Here The Rules. Read first to 
understand passing scores 
(70%) and academic 
integrity. 

Topic Selection 
Workbook 

Week 1 Stress Test. Use the 
"Scenario Fit Test" to 
ensure your project is 
complex enough before 
proposing it. 

One-Page Proposal 
Template 

Week 1 The Gatekeeper. Fill this 
out to get approval. 

Evidence Portfolio Guide 
& Matrix 

Weeks 3–5 The Proof. List acceptable 
evidence for each 
competency. The Matrix 
inside is a mandatory 
submission file. 

Writing Workbook 
(Student Edition) 

Weeks 6–9 The Coach. Use the 
prompts and "Competency 
Triggers" in this book to 
draft your report sections. 



Confidentiality & 
Integrity Guide 

Ongoing Compliance. Follow the 
specific rules here for 
redaction (blacking out 
names) and AI use. 

Final Report Template Weeks 9–11 The Container. This is the 
final Word document 
structure you will populate 
and submit. 

4. The D-E-A Writing Framework 
Assessors fail candidates who are too vague. Use this structure for every section: 

● DESCRIBE the Situation (Context): What was the problem? Why did it matter? (e.g., 
"Membership dropped 10%...") 

● EXPLAIN the Solution (Action): What approach did the organization take? What tools 
were used? (e.g., "We adopted a new tier model...") 

● ARTICULATE Your Role (Crucial): What did YOU author? What decisions did YOU 
make? (e.g., "I analyzed the data," "I recommended...") 
○ Tip: Replace "We decided" with "I recommended." 

5. Submission Checklist 
Your final upload must include three distinct components: 

1. The Written Report: A professional narrative (PDF) strictly following the Final Report 
Template. 

2. The Evidence Portfolio: Your completed Evidence Matrix plus the actual redacted 
PDFs of your artifacts (bundled or zipped). 

3. Required Declarations: 
○ Supervisor Attestation (Signed). 
○ AI Use Declaration (if applicable). 

  



What is the passing grade? 
 
The total score out of 100 points:  
Pass: 70 points or higher  
Resubmission: 60–69 points  
Retake: 59 points or lower  
 
Resubmission: A revised submission is permitted when evidence gaps are correctable.  
Retake: A full new submission is required when evidence gaps are extensive, integrity 
concerns exist, or competency demonstration is insufficient. 
 
Pass ≥ 70% Certification results sent within 4–6 weeks 
Resubmission 60–69% Revise failed domains only; one attempt allowed Up to 6 months to 
resubmit 
Retake < 60% Full redo; new topic required Start after 6–12 months, must finish within 2 
years 
 


