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Planning Projects In your Collection Activity #2

In the same groups as the earlier activity, chose one project from the earlier list and 
fill out this worksheet.

Project Name: ___________________________________ Collection(s): ________________________________________

· What do you want to accomplish?: _____________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Why is this important to your institution?: _____________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· How will your project meet a community need?: ______________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Who will benefit and how?: ______________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· What will be achieved? Be specific: which materials will be affected? How?: ______________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________
· To/with what standards will you be working?:  ______________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Is there a logical partner organization to pool resources with and why: ___________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Where is your cut-off line (What will NOT be part of this project?): _________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

Break your project into units (What is a unit?  How long will each unit take to be processed?  
How long will it take to document the process?  How long will it take to house and store 
each unit?): _______________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

Who has the expertise to oversee this project?: ________________________________________________________

· Can the current staff handle the project workload?: ___________________________________________________

· Who else might you be working with (contract worker, consultant, interns, volunteers)?: 

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Where will the work be done? Do you have the space?: 
· 
_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Do you have appropriate storage space and shelving for the objects in question, if not what are your plans?
· _____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________


Is your space disaster plan ready and in place?: _______________________________________________________


Is your workspace up to professional standards (Secure, well-lit, ventilated, and away from direct sunlight  and drafts)?: _________________________________________________________________________________________________

· 
· How much will it cost to get supplies you need and how will that funding be found?: 

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________








What are the potential pitfalls?: ________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________


Can you tier the plan based on various levels of potential funding and resources (What 
· would change based on funding amounts?): 
· 
_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· 
· What are the costs, monetary and intangible?: _________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________


How do the risks and costs stack up against the expected benefits?: 

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________


· Why was this project chosen over the other options?: ____________________________________

________________________________________________________________________________________________
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