Technology Assessment Questionnaire



Overriding Issues:

1. Does the organization have the necessary hardware and software resources and other technical systems to fulfill its mission?.


a. Servers?   


b. Network?   


c. Computers?   


d. Peripherals?   


e. Software?  


f. Other Technical Systems:


i. Telephone and Voice Mail systems?  

ii. Scanners?   

iii. Fax machines? 

iv. Photocopiers? 

v. Conference room facilities for presentations and video conferencing?

2. How well does The organization use its technology and how effective is its use?
3. Can the organization improve its use of technology in the future to further advance its mission? 

Specific Concerns:

A. Technology Planning:

1. Technology Plans:


a. Does the organization currently have a technology plan that is 2-3 years in scope?


i. If so, is it followed and being implemented?


ii. If not, did it ever have one in the past?



1. If so, what was that experience?



iii. If not, does it want/need one?



2. Support:


a. Is there strong support for strong technology use and performance by:


i. Executive staff? 
ii. Board? 


3. Resources:


a. Does the organization have adequate budgeted resources for:


i. Hardware—new and replacement?


ii. Software?


iii. Training?


iv. Consultant Tech Support?




4. Compatibility:


a. Are the organization’s Hardware and Software resources compatible:


i. With one another? 

ii. With external uses and demands?


5. Players:


a. Is tech planning a team effort involving individuals that possess:


i. Program expertise? 


ii. Technical expertise? 


1. In house staff?


2. External consultant?



b. Is there a specific individual who is or would be responsible for implementing technology plans or seeing that certain technology needs get addressed?
B. Staff Use of Technology:

1. Do all staff have immediate access to all hardware/software they need to carry out all of their job responsibilities?


2. Do all staff have desktop access to the Internet and Email?
3. Do all staff have ready access to the technology training they need to meet the minimum levels of tech competency to do their jobs well?



4. Who evaluates staff competency?



5. Is software training part of staff development plans?



6. Does staff training include:


a. External sources?


b. In-house workshops by those who are trained externally or otherwise knowledgeable about the use of certain software applications?


c. Web-based/on-line training? 


d. Is there cross training for depth in the organization for the use of specific types of software or reporting needs?


e. Are necessary books, manuals available?
C. Technology Use Policies:



1. Does the organization have a written policy for technology use dealing with:


a. Use of the equipment?


b. Preventing unauthorized loading of software?


c. Unauthorized use of the organization software? 

d. Personal or unauthorized use of the Internet?


e. Personal Email use?


f. Email etiquette?



D. Business Systems:


1. Does the organization have state-of-the art fund accounting software? 

2. What are the organization’s database tools and how are they used for purposes of:


a. Personnel management? 


b. Fund raising? 


c. Property Management?  


d. Reporting to funders and stake holders?



3. If the organization has multiple databases, how well integrated are they?  


4. Is there adequate tech support, training and documentation available for the organization’s business systems? 

E. Security:


1. Antivirus, Anti-spyware and Other Anti-malware Products:


a. Adequate for a three types of threats? 


b. Are definitions kept up-to-date on servers and all workstations? 



c. Are scans run automatically and frequently?  



2. Spam filter:


a. Is it adequate to block most Spam messages? 



3. Data Backup:


a. Nightly automated backups of important data? .  

b. Adequate software used?  


c. Adequate hardware and backup media used? 


d. Adequate documented procedures and systems in place?.



e. Is a specific staff person responsible for:


i. Making sure the backups are running as scheduled? 


ii. Periodically testing backups for recoverability of data? 


iii. Storing backup media off site?



f. Are users’ documents saved locally or on network drives that regularly get backed up? 



4. Passwords:


a. Are they documented by the administrator? 

b. Are they protected and secure by users?




5. Is software (and licensing information) kept in an organized fashion in a secure place, where it can easily be found and used, when necessary?.



6. Is server hardware kept in a secure and adequately cooled location where only certain designated individuals have access to them? 


7. Does the organization’s router serve as its firewall, or is software also used for this purpose? 


F. Network:

1. What kind is it?  

a. LAN?


b. WAN?


c. Is there also a VPN for remote use?


d. Can staff work remotely with Remote Desktop?



2. Who administers and who does what?


a. In-house staff?


b. External consultant?


3. Is network architecture documented?


4. Is the network wireless, wired, or both?


5. Are there hardware inventories and is hardware tagged for identification purposes?


6. Are network procedures documented for:


a. Adding new users, adding or controlling rights and permissions?


b. Providing access to necessary peripherals?


c. Loading or providing access to necessary software applications?


d. Removing users who leave the organization?


e. Assigning email addresses?


f. Dealing with Internet connectivity problems?



G. Web Site:


1. Does it serve as an informative brochure about the organization to the outside world?


2. Is it an integral part of the organization’s overall communications and public relations strategy?


3. Is it kept up-to-date and fresh?


4. How often?


5. Does the public use it in ways that advances the organization’s mission?


6. Is it interactive?


7. Is there also an organization Intranet?
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