Information Management

This section is designed to give NetCorps an idea of how your organization manages its internal information.  This includes the kind of information that is tracked and where it is stored.

Organization Name:

Date:

Respondent:

Title:

Databases

Does your organization have a database?  
YES 
NO

How many databases does the organization have?

If the organization does have a database, please answer the following questions:

What program is used?

Who created the database?

How often is it used? (Circle one) 

Daily

Weekly
 
Monthly
 
Rarely

 Never

What kinds of outputs from the database does the organization use most?

Who uses it most often? (Check all that apply)

· Staff 

   







· Members

· Volunteers

· Students

· Board

· General public

Spreadsheets

Does your organization use spreadsheets?      YES
NO

If yes, please answer the following:

What are they used for(
What program is used(
Who uses them? (Check all that apply)

· Staff

· Members

· Volunteers

· Students

· Board

· General public

How often are they used?

Daily

Weekly
 
Monthly
 
Rarely

 Never

Library 

Does your organization have a library?   YES 
NO

If yes, please answer the following questions:

Who is the librarian?

How often is it used? 

Daily

Weekly
 
Monthly
 
Rarely

 Never

Who uses it? 

· Staff

· Members

· Volunteers

· Students

· Board

· General public

What is the purpose of the library?

What other software does your organization utilize?

Word Processor
YES          NO

Desktop Publisher
YES          NO

Scheduler/ calendar
YES          NO

Web browser
YES          NO

Website design
YES          NO

Other:
YES          NO

Managing Internal Information

Does your organization utilize the following routes to manage internal information? (Circle one)

Inter-staff memos




YES
NO

Central Message/ bulletin boards


YES
NO

Inter-staff E-mail 



YES
NO

Intercom




YES
NO

Recording Information in a Systematic way

Does your organization currently record any of the following types of information in a systematic way? (Circle one)

Minutes, decisions or tasks from staff meetings
YES     NO

Weekly work plans



YES     NO

Work schedules




YES     NO

Progress reports 




YES     NO

Hardware and Software

Does the organization have the following types of hardware?  If yes, how many are in use?

                                                        Number in Use

	Phone
	YES     NO
	#                                  # Of lines: ___

	Fax
	YES     NO
	#

	Printer
	YES     NO
	#

	Scanner
	YES     NO
	#

	Other:
	YES     NO
	#


What computer platform(s) does your organization use?

· Macintosh


· PC



· Does the organization have an inter-office network or LAN?    YES
NO

· Does the organization have Internet access?
  

YES
 NO

· Does the organization have its own Website?   

YES
 NO

Storing Information

	Type of information
	% Paper system
	% Computer
	% Other

	Membership



	
	
	

	Project Work



	
	
	

	Fee for service


	
	
	

	Volunteers


	
	
	

	Budget




	
	
	

	Fundraising



	
	
	

	Administration



	
	
	

	Research



	
	
	

	Publications



	
	
	

	Legislation



	
	
	

	Regulation



	
	
	

	Staffing




	
	
	

	Service Programs



	
	
	

	Equipment



	
	
	

	Invoicing



	
	
	

	Inventory



	
	
	

	Other: (specify)



	
	
	


For the following types of information, estimate how much of the information used by the organization is stored in a paper system, how much is stored on a computer, and how much is stored in other places.  (Note: estimate numbers do not have to equal %100 for each type of information). 

