Buddy Group Member #2 – Timing
For each of the tasks listed guesstimate a likely duration. (Tasks must be initiated in the order given)

	Example
	

	Send out publicity materials 
	Month 9

	Conduct demonstrations at staff meetings
	Months 10-11


	Task
	Timing e.g. Month 1, Month 2 etcetera

	Obtain agreement for the Project Initiation Document
	

	Conduct Information Needs Analysis
	

	Recruitment & Selection
	

	First Project Steering Group Meeting
	

	Develop Website
	

	Pilot Website
	

	Audit Existing Guidelines 
	

	Finalise Website design
	

	Second Project Steering Group Meeting
	

	Input data to catalogue of machine-readable guidelines
	

	Design and print publicity materials 
	

	Convert paper-based guidelines into machine-readable format
	

	Third Project Steering Group Meeting
	

	Identify opinion leaders/contacts in each department
	

	Contact local opinion leaders
	

	Send out publicity materials
	

	Conduct demonstrations at staff meetings
	

	Deliver training courses (timetabled and on demand)
	

	Register users for subscription alerts
	

	Evaluation
	

	Final Steering Group Meeting
	

	Disseminate experience in professional journals
	

	Decommission project for handover to regular library service
	


