Planning Model Worksheet 

(Library Service Focus – Riverton Memoirs)
图书馆服务项目- Riverton 回忆录
	Principal Investigator(s): 
主要负责人：

Name of Library: 
图书馆：
	Date:
日期：

	I. Project Purpose Statement   

第1部分：项目目标陈述

	High-level design of the project. Refer to Module B. Plan “Program Purpose”.You can revise and polish this section by summarizing Part II, III and IV later.
 项目概要设计。参见模块B 《策划》中的“项目目标”一节。在后面你可以通过总结第2、第3、第4部分来修改和完善这一部分。

	What is the project’s name?
项目名称是什么？
	River County Library “Filling in the Dash: Autobiographical Writing” project － Riverton Memoirs

River 县图书馆“留住匆匆－撰写回忆录”项目－Riverton 回忆录

	We do what?

(Brief statement; Details see Part IV)

我们要做什么？

（简述，详见第4部分）
	The River County Library offers a creative writing project focusing on autobiographical pieces in bimonthly classes, guided by a facilitator.
River 县图书馆将举办一个激发创造力的写作活动 ，以自传文体为主。项目活动由一位协助者组织，每两个月开展一次

	For whom? 

(Brief statement; Try to list all major beneficiaries.Details see Part II and III)

为谁而做？

（简述，尽量列出几个主要受益主体。详见第2和第3部分）
	Adults in River County

River县的成年人

	For what outcomes/benefits? 

(Brief statement; Details see Part II and III)

(Validity check: The outcomes must include at least one item related to information literacy improvement of the major beneficiary.)

想达到什么效果？

（简述，详见第二和第三部分）

（回答的有效性检测：所列的效果须包含至少一个与主要受益群体信息素养提升相关的项）

	Participants show improvement in their writing and demonstrate they feel part of a community of writers

参加者的写作水平得以提高，并具有他们自己作为作家群体一员的认同感

	What is the role of the Library?
  (Describe how the library be involved in supporting outcomes related to information literacy)
图书馆在项目中起什么样的作用？（描述图书馆如何为与信息素养提升相关的项目效果服务的）
	Project promotion, coordination of project, appoint facilitator and specialists, order/catalogue/circulate autobiographical or biographical books read by the participants of the program.
活动宣传，项目组织，聘用协助者和专家，采购活动所需书籍并对其进行编目处理和流通。

	II. Audience Needs Assessment
Refer to Module B. Plan “Audience Needs” and “Audience Considerations”.
第2部分：服务对象的需求分析
参见模块B：《策划》中的 “项目对象的需求”和“项目对象的考虑因素”。

	Who are the audiences?
(Audiences are major beneficiaries.)  
服务对象是谁？

（服务对象指的是主要受益群体）
	Adults of middle age or older, but younger adults who are interested will not be excluded.
预定目标群体为中老年人群，但也欢迎感兴趣的年轻人参加活动

	What are the needs of the audience?  
(Please explain how assessed.)
(Validity check: The needs must include at least one item belonging to information literacy improvement of the audience.)

服务对象的需求  

(这些信息是如何得来的？请说明)

(回答的有效性检测：所列的需求须包含至少一个与主要受益群体信息素养提升相关的项)
	Library patrons have requested a writing program for adults, in Riverton. Articles in local papers produced questionnaires showing the desire for such a program. Identified needs include: an organized “group” that meets regularly to produce some genre of writing, feedback from others as to how to grow as a writer, and, most importantly, a facilitator.
在Riverton，常去图书馆的人要求参加一个为成年人举办的写作活动，当地的报纸上的文章引出的问卷调查，表明人们有参加这个项目的愿望。确认的相关需求包括：一个有组织的“小组”定期会议，产生某种体裁的写作，从他人那里得到比如如何成为一名作家的反馈信息，以及最为重要的，一名项目协助人提供的项目组织方面的帮助。

	What are some audience considerations? 

(Including stakes or risks, constraints, etc.)
服务对象有哪些考虑因素？

（包括风险、限制等)
	(Is this worth my time?) Will this help me write better? Will it be interesting enough to keep me coming?
The Library has already established successful adult programs such as “Wednesdays @ one,” a monthly program for “those with available time” (primarily retirees), and the Fourth Monday Book Group. 

In order to encourage attendance by a range of adults, the program meeting time is scheduled for early evening, 6:30-8:30 p.m.
这个项目值得花时间来参加吗？参加项目能够提高我的写作水平吗？
项目是否有趣能吸引我一直参加？
图书馆已经成功举办了类似的成人活动，比如“相约星期三”，它的参与者是时间较为充裕的人（主要是退休人群）, 再比如“第四个星期一读书会”活动； 

为了使大多数成年人能够参加这个活动，活动时间定在傍晚6:30-8:30

	What solution fulfills the needs?
什么样的项目方案能满足这些需求？
	The River County Library will offer a creative writing project focusing on autobiographical pieces in bimonthly classes, guided by a facilitator. Specifically,

The writing group (10-20 adults) will meet twice monthly for two hours each month, for a year (a minimum of 20 times), with a regular facilitator, to write autobiographical pieces. Members will read from a set list of autobiographical or biographical writings by authors, meet authors from the list, bring drafts of their writing to be shared with the group to each session (with some in-session writing), and participate in critiques. 

Each participant will have a number of completed pieces (written, critiqued, revised), with up to five completed pieces to be published in a small book at the end of the project. 

Group members will give a reading from their works for the community at the end of the year
River 县图书馆成立创意写作小组，开展以回忆录为文体的写作活动。

写作小组 (10-20个成年人) 每两个月见面讨论一次，一起讨论传记的写作，每次大约两个小时, 一年(至少20次)。 写作小组有一位固定的项目协助者来引导作品的讨论和修改，小组成员阅读预先确定的一张书单指定的传记和自传作品，与书单上的作家见面，把自己的作品带到会议上与小组分享（也在会议上进行一些写作），参与作品的互相评论。 

每个参与者都会完成一系列的文稿（包括自己撰写的初稿，点评稿，修改稿），在活动结束的时候，其中至少5篇完整的稿子要发表在一本小书中。 

在年末，小组成员会在朗读会上向社区成员朗读他们自己的作品。

	What outcomes of the solution answer the needs? 

哪些项目的成果满足了服务对象的需求？
	Participants improve their writing.

Participants feel themselves to be part of a community of writers. 

项目参加者提高了自己的写作水平

项目参加者认为自己成为作家群体的一员


	III. Project Partners and Stakeholders
Refer to Module B. Plan “Stakeholders”.

第3部分：项目合作伙伴和利益相关群体

参见模块B《计划》中的 “利益相关群体”一节。

	Who are the Partners? 
项目合作伙伴是谁？
	Kentucky Dept. for Libraries and Archives
River County Library Board of Trustees

肯塔基州图书馆和档案馆署

River 县图书馆董事会



	What are their interests?

(Explain how assessed)
他们的兴趣点是什么？(这些信息是如何得来的？请说明)
	Kentucky Dept. for Libraries and Archives:

Who will benefit from the grant funded by the Library Services and Technology Act (LSTA)? Is the grant project needed? Is the applicant capable of carrying out the grant? Is the proposal well thought out?

River County Library Board of Trustees：

Is this project likely to serve an important segment of the library’s patrons? If successful, can it be sustained? Does the project fulfill the library’s mission?

Information source: Informal discussion with partners.

肯塔基州图书馆和档案馆署：
谁能从图书馆服务和技术法案拨款中获益？

有必要开展该活动吗？

申请者(River 县图书馆) 有能力实施项目将拨款用在合宜的地方吗？  
这个项目申请书考虑得是否完备？
River 县图书馆董事会：

这个项目服务的人群是图书馆用户的重要组成部分吗？

这个项目的成功是否具有可持续性？

这个项目符合图书馆的使命吗？

信息来源：与合作伙伴的非正式谈话



	What are the stakes or risks of each partner?
(Explain how assessed)
每位合作伙伴承担的风险是什么？

(这些信息是如何得来的？请说明)
	Kentucky Dept. for Libraries and Archives - funding, time and resources of administrators and evaluators.
River County Library Board of Trustees - Project teams time, effort and resources provided by the library
Information source: Informal discussion with partners
肯塔基州图书馆和档案馆署 – 项目资助资金，管理人员和评估人员的投入；

River 县图书馆董事会 – 人员（馆长，图书馆编目人员）的时间和精力投入；

信息来源：与合作伙伴的非正式谈话

	What outcomes of the solution satisfy their interests?

项目的哪些成果可以满足他们的兴趣点？
	Participants show improvement in their writing and demonstrate they feel part of a community of writers
项目参加者提高了自己的写作水平；
项目参加者认为自己成为作家群体的一员



	Who are the Stakeholders other than audiences and partners? 
有哪些除服务对象和合作伙伴以外的其他利益相关群体？
	Coffeehouse Owner
咖啡屋老板

	What are their interests?

(Explain how assessed)
他们的兴趣点是什么？(这些信息是如何得来的？请说明)
	How many people attend the public reading from their book? Does this program build good will? Annoy other customers?  
Information source: Informal discussion with stakeholders

咖啡屋老板:

会有多少人参加作品朗读会？

朗读会是否提升了社区福祉？

朗读会会妨碍其他客人吗？

信息来源：与利益相关方的非正式谈话

	What are the stakes or risks of each above stakeholder? (Explain how assessed)
每个利益相关群体承担的风险是什么？

(这些信息是如何得来的？请说明)
	Venue for public reading, other customers may be affected.

Information source: Informal discussion with stakeholders

咖啡屋老板－场地，其他客人可能受影响

信息来源：与利益相关方的非正式谈话

	What outcomes of the solution satisfy their interests?

项目的哪些成果可以满足他们的兴趣点？
	Participants show improvement in their writing and demonstrate they feel part of a community of writers – The program builds good will.

项目参加者提高了自己的写作水平；
项目参加者认为自己成为作家群体的一员－项目提升了社区福祉

	IV. Project Elements
Note: In this Part, we derive Service outcomes >Activities => Inputs and Work products of Activities. Refer to Module C. Build.第4部分：项目元素

参见模块C：在这一部分，我们的推导过程为：项目成果＝>服务=>活动=>各项活动的投入和产出。

	Index

索引

	Expected Service Outcomes
Index labeled as O1, O2, …
项目成果

索引为O1, O2, …
	Supporting Services 
(Index into Service Table)
为之设计的服务

(使用服务表中的索引)

	O1
	Participants show improvement in their writing.
项目参与者提高了自己的写作水平
	S1 S2

	O2
	Participants demonstrate they feel themselves to be part of a community of writers.
项目参与者认为他们是作家群体的一员
	S1 S2

	
	
	

	Index

索引
	Services

Index labeled as S1, S2, …
服务

索引为S1, S2, …
	Supporting Activities

 (Index into Activities Table)

为之设计的活动

 (使用活动表中的索引)

	S1 
	Bi-monthly 2-hour meetings for the writing group with a regular facilitator.
两个月一次, 由协助者组织的写作小组例会
	A1, A2, A3, A5, A6, A7, A8  A9

	S2 
	Visits by 3 Kentucky authors of biography or autobiography who discuss writing techniques and style with group.
3名肯塔基州作家/传记作者见面会，作家和小组成员讨论写作技巧和写作风格
	A4

	Note: All activities need to be resolved into low risk level by adding inputs/resources or assisting activities. So activity listing may go through several iterations.
注：所有中高风险的活动都应通过增加投入/资源或者辅助活动将其降为低风险。整个活动表可能经过多轮这样的风险控制过程。



	Index

索引
	Activities
Index labeled as A1, A2, …for activities and AS1, AS2… for assessment activities.

活动

项目活动索引为A1, A2, …；评估相关的活动索引为AS1, AS2…
	Schedule

时间安排
	Risk Assessment

风险评估
	Inputs Needed

(Index into Inputs Table)

所需输入

(使用输入表中的索引)
	Work products Produced

(Index into work product Table)

工作成果

(使用工作成果表中的索引)

	A1 
	Publicize group and recruit participants
宣传活动，招募参加者
	2010.7-2010.8
	
	I1
	P1

	A2 
	Hire facilitator 

聘请协助者
	2010.7
	
	I4
	P2

	AS1
	Contract with a creative writing specialist to evaluate participants’ work.
聘请创意写作作家来评估参加者的作品
	2010.7
	
	I6
	P3

	A3 
	The facilitator orders copies of each book to be discussed. Library helps catalogue and circulate these books.
协助者采购小组讨论需要的书籍及副本；图书馆对这些书进行编目和流通
	2010.8
	
	I1, I2, I3, I4
	P4

	A4 
	Contract with Kentucky authors being read to visit and share their writing process/technique.

聘请知名的肯塔基州的作者来参加小组讨论，分享他们的写作过程或写作技巧
	2010.8
	
	I5
	P5

	A5 
	The facilitator prepares and organizes the bi-monthly writing group meetings where:  

a) Participants read autobiographical or biographical writings of the books;

b) Participants share drafts of their writing with the group in each session, and participate in peer-to-peer review and critiques during meetings.
Note: Participants complete writing pieces (written, critiqued, revised) between meetings or sometimes in the meetings. Each participant also documents with each revision the records of peer-to-peer review comments of each revision, and comments on what s/he tried to improve in each revision.

协助者准备和协调两个月一次的小组例会。在例会上：

c) 成员阅读书单上列出的自传或传记；

d) 成员分享他们的写作稿，互相阅读作品并进行评议;

注：成员完成一系列作品（包括初稿，点评稿，修改稿）（在例会之间或者有时在例会上）；每位成员在每个版本上标注出同伴的评议和自己试图做出的修改。
	All through 2010.9 – 2011.8
	
	
	P6

	A6 
	The facilitator keeps records of participation and meeting minutes

协助者记录小组活动参与情况和例会记录
	All through 2010.9 – 2011.8
	
	I4
	P7

	A7 
	The director provides quarterly report of the project

项目负责人提供项目季度报告
	All through 2010.9 – 2011.8
	
	I1
	P13

	AS2
	The creative writing specialist conducts blind holistic grading to two sets of revised writings (two before-and-after versions) for each participant. The specialist then judges the revision the 2nd time by the writer’s goals in the revision.
创意作家对每一位小组成员的两组传记初稿和修改稿进行盲审，给出总体的作品评分；创意作家然后根据作者的修改意图进行第二次评分
	2011.5 (8 months into the project) 2011.5 (项目开始后的第8个月)
	
	I6
	P10

	A8 
	The facilitator edits and arranges publication of selected pieces from group members in a small book. 

协助者编辑和安排发表小组成员作品集中的部分优秀作品
	2011.9
	
	I4
	P8

	A9 
	The facilitator schedules and promotes public reading of selections from group.

协助者安排成员作品的公开朗读会，并为此作宣传
	2011.9
	
	I4
	P9

	AS3
	The director conducts post-group survey 1 applied to the group.
项目负责人进行小组成员的第一次后评估调研
	2011.9
	
	I1
	P11

	AS4
	The director conducts post-group survey 2 applied to the group.
项目负责人进行小组成员的第二次后评估调研
	2011.12 (3 months after end of group)
2011.12项目结束后3个月
	
	I1
	P12

	Index

索引


	Inputs (facility/hardware/software resources; also people, materials, standards, and information resources required by the activities.)
Index labeled as I1, I2, … 

输入（设备、硬件及软件资源，以及活动需要的人员、物资、标准、信息资源等）

索引为I1, I2, …
	Units and Counts 
计量单位和数量



	I1 
	Director’s time for promotion, quarterly reports, book ordering, assessment, and coordination of project.
项目负责人用于活动宣传，季度报告，采购书籍，评估，和项目协调的时间
	2 hrs./week
2 小时/周

	I2 
	Circulation Manager’s time for project bookkeeping.
图书馆流通人员为管理项目所需书籍的流通所投入的时间
	1 hr./week

1 小时/周

	I3
	Cataloger’s time to process books ordered by the project.
图书馆编目人员对项目所需书籍进行编目所投入的时间
	1 hr./week
1 小时/周

	I4
	Facilitator to organize activities at bi-monthly meetings, arrange for public reading, and publication of group’s work
协助员（组织例会、公开朗读会、编辑和出版作品选集）
	1 facilitator

1位

	I5
	The Kentucky authors” visits
肯塔基州传记作家
	3 authors

3位

	I6
	Creative writing specialist 
创意写作专家
	1 specialist

1位

	Index

索引
	Work products of the activities, including assessment activities

Index labeled as P1, P2, … 

项目活动（包括评估相关的活动）的成果
索引为P1, P2, …
	Units and Counts – Outputs

计量单位和数量（输出）

	P1 
	Participant list

项目参加者名单
	10-20 participants

10-20名参加者

	P2 
	Facilitator resume and contract

协助者简历与聘用合同
	1 facilitator

1名协助者

	P3 
	Creative writing specialist resume and contract

作品评委—创意写作专家的简历与聘用合同
	1 specialist

1名专家评委

	P4 
	Books and catalogue records

传记类书籍与编目数据
	5-10 copies of each book
每本书5个副本

	P5 
	The Kentucky authors’ resumes and contracts

肯塔基州传记作家的简历和聘用合同
	3 Kentucky authors
3名传记作家

	P6 
	Writer’s portfolios of participants work: Reading list of each member; Writing pieces and revision of each piece, with records of peer-to-peer review comments of each revision, and comments on what the writer tried to improve in each revision; 

写作小组成员的工作成果集：每人的阅读书单；回忆录初稿、修改稿、每份修改稿的同伴评议意见、以及自己修改意图的评注
	Members each read more than 10 books, and complete more than 5 pieces of writings and 2 revisions for each piece. 

写作小组每人读10本书以上；每人完成5份以上作品，每份作品修改2次以上；

	P7 
	Minutes of the writing group meetings (including records of participation)

小组例会记录（包括参加记录）
	A minimum of 20 bi-monthly 2 hour meetings

每两个月一次，至少每年20次小组讨论活动，每次活动时间2小时以上 

	P8 
	Publication of selected pieces from group members in a small book

公开出版的小组成员作品选集
	Each participant will have up to five completed pieces to be published in a small book.
每位成员至少发表5篇以上作品

	P9 
	Public reading of selections
成员作品的公开朗读会
	One public reading
公开朗读会1次

	P10 
	Specialist’s evaluation of participants’ work -Grades of two sets of each participant’ writing revisions. Also results of assessing the revision based on the writer’s goal of the revision.

写作专家对作品的评价—对每位成员的两组修改前后的作品进行评分，根据作者的修改意图进行第二次评分
	Once 8 months into the project
项目开始后第8个月进行专家评定1次

	P11 
	Post-project survey 1 – design, result data analysis, and report

后评估调研1—设计、数据分析、报告
	One survey at the end of the project
项目结束后进行1次

	P12 
	Post-project survey 2 – design, result data analysis, and report

后评估调研2—设计、数据分析、报告
	One survey  3 months after the end of the project
项目结束后3个月进行1次

	P13 
	Quarterly reports of the project

项目季度报告
	Once per quarter, altogether 4 reports
每季度1次，一年4次


	V. Outcomes Evaluation
第5部分：项目成果评估

	Refer to Module D. Evaluate. To evaluate outcomes, we select indicators to demonstrate changes of target audience, then determine data sources (certain work products from project activities, including assessment activities) to derive these indicators, and target of these indicators in order to say that the outcomes have been achieved. 
参见模块D：项目评估。为了评估项目成果，我们选择体现服务对象变化的指标，然后确认这些指标的数据来源（一般数据来源是项目活动，包括评估相关活动的成果），以及这些指标的目标值（这些指标达到什么值我们就可以说期望的项目成果达到了？）

	Outcome 1: Participants show improvement in their writing.
成果1：项目参加者提高了自己的写作水平

	Indicator(s)
指标


	Applied to
考察群体


	Data Source 

 (index to Work product Table)
数据来源（使用项目成果表中的索引）

 
	Data Interval (When to collect?)

何时收集数据

	Target
指标的目标值



	The number and percentage of participants who revise no less than five pieces, commenting on what they tried to improve in each revision.
# 和% 的参加者修改了5篇以上写作稿，并在修改稿中标注他们的修改意图
	Project Participants
项目参加者
	P6 Writer’s portfolios of participants work
P6 写作小组成员的工作成果集
	End of project
项目活动结束时
	90%

	The number and percentage of participants whose revised pieces

(two before-and-after versions) are judged better than the originals

in a blind (no writer or dates given) holistic grading by a creative writing specialist.

# 和% 的参加者被创意作家的盲审定为修改稿比初稿写作水平高
	Project Participants

项目参加者
	P10 Expert evaluation of participants’ work
P10 写作专家对作品的评价
	8 months after the project starts

项目开始后8个月
	85%

	The number and percentage of participants whose revised pieces is judged better than the originals

(for two sets) by a creative writing specialist when judged by the writer’s goals in the revision.

# 和% 的参加者被创意作家基于作者修改意图标注的评审定为修改稿比初稿写作水平高
	Project Participants

项目参加者
	P10 Expert evaluation of

participants’ work

P10写作专家对作品的评价
	8 months after the project starts

项目开始后8个月
	95%



	Outcome 2:   Participants demonstrate they feel themselves to be part of a community of writers.
成果2：项目参加者认为他们是作家群体的一员

	Indicator(s)
指标
	Applied to
考查群体
	Data Source 

 (index to Work product Table)
数据来源（使用项目成果表中的索引）

 
	Data Interval (When to collect?)

何时收集数据

	Target
指标的目标值



	# and % of participants who can name three ways they feel a part

of the community of writers
# 和% 的参加者能说出通过哪3个途径他们感到自己是作家群体一员
	Project Participants

项目参加者
	P11 Post-group survey 1 

P11后评估调研1


	End of project

项目活动结束时
	80%

	# and % of participants who act as part of a community of writers after the project (produce writing, continue library group or join another, attend readings, read memoirs, read regularly about authors’ concerns)
# 和% 的参加者在项目结束后表现得像作家群体的一员（写作、继续参加本图书馆的作者组织或者加入其他作者组织、参加作品朗读会、阅读传记、常常阅读作家关心的问题）
	Project Participants

项目参加者
	P12 Post-group survey 2

P12后评估调研1


	3 months after end of project 

项目活动结束3个月后


	60%


	VI. Budget

Based on the Inputs Table in Part IV, estimate the budget needed and list the detailed budget items. 

Please use the budget template in Excel format, and under each resource category, list the resource items and estimated budget.

The expense structure shall meet the requirements specified by EEF. For EEF small projects, the EEF requirements are detailed in EEF Library Small Project Guide of the corresponding year.
第6部分：预算
在第4部分输入表的基础上，估计项目预算，并列出详细的预算条目清单。
请使用我们提供得预算Excel模版，并在每一项分类下列出所需要购买的物品和预算价格。
开支结构必须符合青树基金会的要求。青树基金会小型项目要求详见当年的《青树基金会小型项目指南》。


	VII. Division of Responsibilities among Partners
第7部分：项目合作伙伴的分工


	Name of partner
合作伙伴名称
	List of Responsibilities
任务
	Responsible person’s Signature
负责人签名
	Date
日期

	Kentucky Dept. for Libraries and Archives
肯塔基州图书馆和档案馆署


	Funding

经费资助
	
	

	River County Library Board of Trustees

River 县图书馆董事会
	All the other inputs and activities

所有项目策划和活动实施
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