
-- OVER -- 
 

Getting Started in Library Grant Writing Fall 2007 - This material has been created by Holly Hinman for the Infopeople Project 
[infopeople.org], supported by the U.S. Institute of Museum and Library Services under the provisions of the Library Services and Technology 
Act, administered in California by the State Librarian. Any use of this material should credit the author and funding source. 

Project Planning Worksheet 
 

A. Throughout the workshop, fill in the various sections of the worksheet as directed in 
each exercise and by the instructor. 
 

1. Describe the project in one sentence. 
 
 
 
 
 

2. Identify the target audience for the project. 
 
 
 
 
3. Describe the need or problem that the project will address and how you will document the need or 

problem. 
 
 
 
 
 
4. List possible community partners for this project.  
 
 
 
 
 
5. What is the goal of the project? 
 
 
 
 
 
6. What are the project objectives? Make sure they are SMART. 
 

  i.  
 
 

 ii. 
 
 

iii. 
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7. List the major action steps that will implement each objective. 
 

  i. 
 
 
 

 ii. 
 
 
 

iii. 
 
 
 
8. Describe how you will measure or evaluate the success of the project. 
 
 
 
 
 
9. List the personnel and other resources that you will need, and designate each one as IK (for in-
kind) or G (for grant-funded). 
 
 
 
 
 
 
 
10. Describe how you will determine the costs for the various resources listed above. 
 
 
 
 
 

 
 
B.   What steps will you take over the next 4-6 weeks to move this project forward? 


