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MentorCorps — Planning Successful Collections Projects

I	Define your project
[bookmark: _GoBack]	A	Is this a stand-along project? Is it part of a larger project? Which part?
	B	Create measurable goals to accomplish
	C	Envision a plan for evaluating your progress toward those goals
	D	Who cares about this? How will you get the word out about your accomplishment?

II	Determine the length of the project
	A	Think about your previous experiences and current time-frame
	B	Talk to colleagues with experience in similar projects 
	C	Look into professional standards and be sure you are going to meet them
	D	Look at previously funded grant projects for estimates of how much can be done.

III	Establish the standards
	A	For cataloging projects, determine standard fields and terms to be used
	B	For archiving projects, determine series and to what level description will go
	C	Be clear about what level of intellectual control you are seeking over the collection

IV	Management and Oversight
	A	Know who you have and what their strengths and weaknesses are
	B	Know where to go for more expertise
	C	Who will volunteer? Who will super

V	Physical and Electronic Space
	A	Where will you house the finished project?
	B	Create a preservation/conservation plan for the maintenance of the resultant work
	
VI	Supplies
	A	Anticipate your needs (consult the same sources as in part II)
	B	What do you have already on hand?
	C	What will you have to purchase

VII Cost, Benefits, Risk
A Monetary -- These are benefits that can be translated into dollars. Examples are sales of a product, savings in staff time, savings in rented floor space, increased donations.
B Measurable -- These are benefits that can be counted but not translated into dollars. Examples are website hits, visitors, objects conserved.
C Intangible -- These are benefits that cannot be counted. Examples are educational benefit to visitors, prestige, quality of collection, use of standards.
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