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Managing a 
Library Project

Jennifer Vinopal
jennifer@vinopal.org / @jvinopal
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Introductions
Who are you?
• Name
• Job title & Library
• 2 sentences about your project
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Workshop Structure
“Talk, do, discuss” approach

1. Recap: what is PM
2. Project proposal, project charter
3. Communications plan
4. Project plan
5. Project execution
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Activity 1
After Action Review

1. What was supposed to happen?
2. What actually happened?
3. Why were there differences?

What did we learn?
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Activity 1
After Action Review

Something you did:
1. What went right/wrong?
2. Why did it happen?
3. What to do same/differently 

next time?
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Activity 1: Discussion
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What is 
Project Management?
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1. limited duration

2. defined beginning and end

3. using resources

4. specific objective,	7/2012)

What is a Project?
TIME

COST

SCOPE
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PM Triangle
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Project Management Triangle
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PM Triangle
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PM Triangle
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1. organized

2. overseen

3. administered
,	7/2012)

PLANNING

MONITORING
&  CONTROL

What is Project Management?
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How do you do that?

• define scope
• plan (resources, time, $)
• facilitate & communicate
• monitor execution & scope (creep)
• escalate when necessary
• change management

LibraryLinkNJ 2/3/2017 jennifer@vinopal.org / @jvinopal



2/6/17

8

The Project Proposal
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The Project Proposal

1. Rhetorical device. Goal=convince
2. Not always required
3. Format & content depends on 

target audience
4. Formal or informal
5. Written or oral
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The Project Proposal

Challenges?
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Activity 2

Swap project proposals with partner.
Imagine you’re the target audience. 
Ask some questions and make some 
suggestions to make the proposal 
stronger.
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Activity 2: Discussion
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Break?
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The Project Charter
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Why Projects Fail � Sierra

1. Goals of project are unclear
2. Disagreement about the goals
3. Requirements are ambiguous or 

unrealistic
4. Project is inadequately staffed
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5. Lack of consensus on roles
6. Proposed schedule is unrealistic
7. Scope is poorly managed or 

unconstrained
8. Project just doesn’t make sense

Why Projects Fail � Sierra
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1. Project name
2. Description
3. Deliverables (in/out of scope)
4. Project team
5. Milestones/Schedule

Project charter format
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Business Case �� Siemens
• Why do this project?
• What happens if we don’t do it?
• Why do it now?
• How critical will the impact of 
the project be? 

• What could go wrong?
• Countermeasures?
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How good is my charter?
• Are description/success criteria 

clear and complete?
• Have I listed non-deliverables?
• Have I included key dates?
• What information am I missing?
• Where can I get missing info?
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How good is my charter?
• Has it helped me build consensus 

re. what the project is about?
• Have all key stakeholders helped?
• Are there differences of opinion?
• Where was there significant 

disagreement? (Keep your eye on)
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Example charter
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Example charter
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• Can someone reading this be 
absolutely sure what this project 
IS and IS NOT about?

If not, you’re in trouble. So let’s fix it.

How good is my charter?
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• Not incompatible with charter
• Define/agree what success looks 

like
• Agile charter:

vision, mission, success criteria

A note about agile
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“includes at least the major objectives 
of the project, scope boundaries, and 
reciprocal agreements between the 
project's implementation team and 
external stakeholders.”

-- Agile Alliance,
https://www.agilealliance.org/glossary/project-chartering/

Agile charter
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“results in greater alignment of effort 
within the team, which is often a key 
determinant of project outcomes.”

-- Agile Alliance,
https://www.agilealliance.org/glossary/project-chartering/

Agile charter
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Your Choice

• Start your project charter
• Start a communications plan
• Start a project plan

Suggestion: save charter for later, if 
we have time.
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Activity 3

Write a draft project charter
• project partners work together
• then swap with another team & 
critique 
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Activity 3: Discussion
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The Project Plan
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� Charter
� Schedule (different for agile)
� Time estimates (different for  

agile)
� Communication plan
� Risk and change plans

Basic Plan Includes
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Communication Plan

� Goals
� Roles
� Types: share info, get feedback, 

make decision, etc.
� Tools & Methods
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Communication Plan
� Stakeholder
� Message
� Communicator
� Schedule
� Delivery Method
� Status +Comments
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Activity 4: 
Communication Plan
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� Stakeholder
� Message
� Communicator
� Schedule
� Delivery Method

Activity 4: Discussion
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Lunch?
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The Project Schedule
� Tasks & Subtasks (deliverables)
� Responsible person
� Dependencies
� Due by
� Resolution Notes
� Status
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Example Project Plan
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Example Gantt, Critical Path
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Creating the Task List
Estimating Task Time
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Activity 5: Start Task List
� Small post-its
� 1 task per post-it
� Distinguish betw tasks & subtasks
� Can include time estimates
� With your project partner
� ~20 minutes

LibraryLinkNJ 2/3/2017 jennifer@vinopal.org / @jvinopal



2/6/17

25

Activity 5: Create Project Plan
� Small post-its onto large post-its
� Note dependencies (markers)
� With your project partner
� ~20 minutes
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Activity 5: Discussion
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Break?
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PM Tools
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Project Execution
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https://www.flickr.com/photos/800430/13511009564/sizes/o/
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Monitoring

https://www.flickr.com/photos/emmandevin/8672736002/sizes/l
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http://www.flickr.com/photos/buymelunch/7925196254/sizes/z/

When things go wrong
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Beginning, Middle, End
�After Action Review

- What worked? 
- What didn’t? 
- How to do it better next time?

� Document your learning
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Closing the Project

Celebrate!
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Final Questions?
Thoughts?

Advice?
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Thank you!
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Other Resources

§ “Crowdsourced Library Project Management Toolkit,” n.d.
https://docs.google.com/document/d/1aCZaScfh1VsvkOH4ks
ZDh6exzAH7n8_mMrpnw4yINcI/edit?usp=sharing

§ Digital Library Federation Project Managers Group listserv: 
DLF-PM-GROUP@LISTS.CLIR.ORG 

§ Vinopal, Jennifer. “Project Portfolio Management for 
Academic Libraries: A Gentle Introduction.” College & 
Research Libraries 73, no. 4 (July 2012): 379–389.
http://hdl.handle.net/2451/31581
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The content of this presentation, except where 
otherwise indicated, is licensed by Jennifer Vinopal 
under a Creative Commons Attribution 3.0 Unported
license (CC BY 3.0) 
http://creativecommons.org/licenses/by/3.0/deed.en_
US

Rights
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Extra content: PPM

LibraryLinkNJ 2/3/2017 jennifer@vinopal.org / @jvinopal



2/6/17

33

Portfolio Management
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• project overload
• alignment with vision/goals
• manage risk
• assess performance & problems
• correct course

Why Portfolio Management?
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Why Portfolio Management?

• project overload
• alignment with vision/goals
• manage risk
• assess performance & problems
• correct course
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What is PPM?

• comprehensive inventory
• ongoing process
• regular review, strategic vision
• governance, decision making
• guessing à knowing
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What do you track?

Project name Status
Start/end dates Priority
Brief description Notes
Project manager
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What else can you track?

• Alignment with strategic plan
• Sponsors
• Key stakeholders
• Funders
• Partners
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Challenges of PPM

• organizational change
• resource tracking (big brother?)
• goldilocks approach
• discipline & follow through
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• project proposal  process
• centralized projects list
• projects overview: status, staff, 
start/end

• regular review: issues, new projects
• decision making, prioritization

NYU’s PPM Process
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Project Proposal Form: Qualtrics
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Projects List: Confluence
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Project Charters: Confluence
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Previous Projects List: GSheets
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Previous Projects List: Gantt

LibraryLinkNJ 2/3/2017 jennifer@vinopal.org / @jvinopal

Project Issue Tracking: Jira
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NYU’s PPM Process
Weekly PM Meetings Agenda:
1. Project status
2. Milestones/accomplishments
3. Roadblocks
4. Priorities, competing needs
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