Project Planning Template: LEAD Workshop

Directions: Use the planning template to choose ONE project improvement your board can focus on
after the workshop. This template can also serve as a guide for the subsequent site visit. Choose a
project that will strengthen your museum and support its long-term sustainability. It should also be
realistic for your board to complete within the next few months.

Identify a collaborative, realistic, | Project to Consider:
and forward-looking project or
change effort.

Project ideas are limitless!
Examples are included for
brainstorming purposes.

Examples of Possible Updates:

By-laws / Policies & Procedures / Job Descriptions/ Improve Board Training/
Improve Meeting Structure/ Strategic Planning / Improve Collection Care/
Create Programming Plan/ Update Visitor Policies/ Create Outreach Plan

AAM Core Documents:
Mission Statement / Code of Ethics / Strategic Plan

Disaster-Emergency Plan / Collections Policy

Project Outcomes: Outcomes:

What do you hope will happen
because of this project?

Examples:
e Clarify board roles and responsibilities
e Align our mission with community needs
e Update collections policy to clarify donation procedures




Scope Scope:

What'’s included/what’s not?

e  What will this project
address? (e.g., board
orientation, new exhibit,
better meetings)

e What Specific
tasks/deliverables are
associated with the project?

e What is not part of this
work? (not rewriting bylaws,
not piloting a program, not
an event.)

e Expectations

Example:

Improve Board Training

Task: Create a simple board orientation packet with 3 key
documents - Bylaws, Policies and Procedures, Board
responsibility check list

Challenges to Consider: Challenges:

e Actual timeline for this work?
(Are there deadlines, events, or
cycles that affect this?)

e Mission-related tension?
(challenges and conflicts that
arise when pursuing a mission
such as burnout, conflict
between stakeholders, priorities
conflict, resource allocation)

e Staff capacity? (Who's doing the
work?)

e Budget for this project? (Do you
need to secure funding?)

e Qutside decisions that limit
possibilities?

e Political or community
pressures?

e Existing commitments or
obligations that affect this
project?




Stakeholders

e Who needs to be involved or
consulted?

e Who needs to be informed or
give approval?

Museum Stakeholders:

Possibilities: Current Board Members, Staff, Community Task
Force/Advisory Group. It’s important to include anyone affected as
it promotes buy-in for the project. Stakeholders also serve as
organization advocates when they’re included in project decision
making.

Timeline and Milestones

Identify key phases or
checkpoints.

Best timeline/checkpoint phase for our museum:

Example of Project Phases:
Planning, Doing, Finishing, Sharing
Example of Time Checkpoints: Monthly, Quarterly, Yearly

Mission Alignment

How does this project align with
your mission?

How will this project help to better
serve our community, care for our
history, or make the museum
stronger?

Mission Statement:

Note Mission Alignment:




Actions for Site Visit: Next Steps:

Consider the next steps to
prepare for a site visit

Examples:
e Gather board and staff input via meeting or survey on next steps
e Add core document review to board meeting agenda to begin
the updating process

Additional Thoughts: Notes:







