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Action Plan (example)

	Target group
	Action
	Who

	Getting started

	HEI sr. mgmt
	Briefing on paper
	Initiator = mostly (head) librarian.

	HEI sr. mgmt
	Have a short consultation. Aim: committment for the action. 
	initiator

	all 
	Form steering group and organise a first meeting. Send a draft action plan as a input for the meeting. 
	Initiator

	Champions
	Identify champions and get in contact. Determine what their role will be. 
	Initiator

	
	Make a concept-action plan
	initiator

	Week 1 + 2

	Library
	Organise a meeting for library staff (set date, time + place, coffee, thee etc. ) 
	initiator

	Steering group
	First meeting, discussing the action plan, reach concensus on the aims  of the action. 
	initiator

	Week 3 + 4

	Library staff
	Write a A4 with benefits, main messages and copyright resources
	Steering group

	Library staff
	Have a meeting
	Initiator 

	all
	Announce action in newsletters, etc. 
	Steering group

	
	Make a list of subjects for the weekly newsletter (by e-mail or on paper) 
	Steering group

	
	Prepare article for the next staff magazine
	Initiator with PR department

	
	Short interviews with champions > statements, testimonies
	Initiator with PR department

	
	Make a webpage with information (this will grow in time, keep it up to date) 
	Library + PR department

	
	Make a simple flyer to draw authors to the website
	idem

	Week 5

	All
	Start with your weekly special newsletter

Nr. 1 : subject = .......
	Editing board

	
	Organise meeting for (1 or 2) editors and authors and announce it 
	

	Week 6

	All
	weekly special newsletter

Nr. 2 : subject = .......
	Editing board 

	Authors
	Flyer in the mailbox of every author (use internal post service)
	

	Week 7

	All
	weekly special newsletter

Nr. 3: subject = .......
	Editing board

	All
	Article in staff magazine???
	

	Week 8

	All
	weekly special newsletter

Nr. 4: subject = .......
	Editing board

	authors
	Poster to draw authors to the meeting
	

	authors
	Use informal contacts, invite authors personally through intermediates (champions, subject librarians)
	

	Week 9

	All
	weekly special newsletter

Nr. 5: subject = .......
	Editing board

	authors
	Meeting with editors and authors
	

	Week 10

	All
	weekly special newsletter

Nr. 6: subject = .......
	Editing board

	All
	Report results in staff magazine, e-zines etc. 
	


t = 0





Publish an article(s) with background information





Consult management 





Announce the action in newsletters, staff magazine etc. 





Form a steering group 





Information on website/ intranet. Always refer to this website. Keep it up to date. 


Weekly send a newsletter / give the subject attention in your exsisting newletter(s). 





Meeting with authors





Informal , unofficial communication. Speak to people at the coffee machine etc. 





Flyer to get people to the website





Poster to announce meeting





A report on the meeting in magazines (don’t forget to make pictures!)





Close the action, but keep giving it attention in regular communica-tion





Throughout the project





A meeting with all library staff





Meeting with editors





Time plan (example)








