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2021 Urban Libraries Council Top
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Obje
ctiv

es
Visit project problem areas
and introduce tools and
templates as solutions.

Understand strategies for
establishing centralized
project communication and
tools for library projects 

Gain techniques to empower
library staff to take leadership
roles in projects.

Learn methods for setting and
communicating clear
expectations for project goals,
roles, timelines, and
deliverables



Never Have I Ever....
Project Edition 



...been halfway through a
project and realized…
nobody’s actually in

charge?
 



...thought you were
finished with a project,
only to have it ‘come
back from the dead’

when someone finds last-
minute details?



...been assigned a project
task and thought, ‘Great!
Wait- what was I
supposed to do again?
Anyone got a clue?’



...kicked off a project full
of enthusiasm, only to find
out three months later
that… wait, we’re still on
step one.



...been a victim of a
project with tenticles. It
began as one thing and
now it is 37 things... and
you cannot recall what
the original goal was.



Anyone still have
all 5 fingers up?

Solidarity. 

Good news! You’ll
probably get
something out of
this today!



Find others and learn (IT, medical,
manufacturing,) PMIwMI was a great
resource!
KNOW your culture!
Leadership & Management Buy In
Document pain points--- and follow up
with solutions
Document Your current projects
If it is easy it gets done
Slow your roll...out

Establishing a
PMO @ KDL







Project Proposal Form

Project Approval Process

Project Dashboard/Register

Project Charter

Monthly Project Report

Project Rollout Survey

Project Close Out

Tools &
Templates



PROBLEM(S):

We do not have a

way to formally

receive or review

projects. 

They either sprout

out of nowhere

(chaos) OR projects

can only come from

the top banana (no

collaboration). 

TOOL:

Project proposal form

(MS Forms)

https://forms.office.com/pages/responsepage.aspx?id=gzB-vNeBDEOKkcwy_1KOwzBn56vcPxJMq2tALSpXD0tURTNCSVZVQTRLUzNEQTNEREpINFBTNVY3RS4u&route=shorturl


PROBLEM(S):

We do not have a

way to formally or

equitably approve or

decline projects.

TOOL:

Project Approval

Flow.

Infographic

(Canva)

Regular meetings



PROBLEM(S):

No one knows what

projects are

happening and

projects all keep

happening at the

same time! 

We do not know

what our

organizational

capacity for project

work is.

TOOL:

Project register & 

dashboard

(MS SharePoint).

https://kentdistrictlibrary.sharepoint.com/sites/ProjectManagementOffice


PROBLEM:

-We’re not sure who

is in charge of a

project.

-Scope Creep Keeps

happening.

-Our project team is

missing valuable

perspectives.

TOOL:

Project charter

(MS Word).

https://kentdistrictlibrary.sharepoint.com/:w:/r/sites/ProjectManagementOffice/_layouts/15/Doc.aspx?sourcedoc=%7B84C7BF4E-F34F-4FFE-9481-75694EAA1832%7D&file=TEMPLATE%20-%20New%20Charter%20Draft.docx&action=default&mobileredirect=true


PROBLEM(S):

Low accountability

from a project leader

to keep projects

moving forward.

Low awareness for

project status.

TOOL:

Monthly Project

Report

(Canva) 

compiled from status

updates (email & MS

Word



PROBLEM(S):

There were

issues about

how a project

was rolled out

and they are

never addressed

(or sometimes

even identified)

staff feel like

their feedback is

not heard

TOOL:

Project Rollout

Survey



PROBLEM(S):

We didn’t do

what we set out

to do

We are not sure

if a project is

done

It is not clear

who will “own”

this after we roll

it out.

TOOL:

Project Close Out

Form

(MS Word)



Other Tools
Project Plan (MS Planner)

Project Leader Checklist (Canva)

Project Leader Training (Video)

Known Issues List (Excel)



Project
Management

Toolkit
via dropbox

Questions?
Jaci Cooper

Director of Projects & Planning

Kent District Library

jcooper@kdl.or

https://www.linkedin.com/in/jaci-millette-cooper/


