Technology Planning Made Easy
For Florida Public Libraries  






This is a basic guide to assist library managers in planning for technology and developing plans.  This presents a lean approach to planning and meet the Schools and Libraries Corporation (SLC) technology planning requirements for participation in the Federal Universal Service Fund support program.  The elements required to meet SLC plan criteria are marked below.  Good, successful planning and the SLC requirements call for a clear, thorough  strategy for using information technologies to serve the public. 

A Public Library’s technology plan should:
1.  DECIDE ON THE PROCESS - Decide on the process, or steps you will take in developing the plan.  The technology plan should be integrated and coordinated with the library’s long-rang (LRP).  It may be a component of the LRP or a separate but related document. The plan should relate to the LRP’s objectives, budget, and evaluation techniques and measures for electronic and Internet-based services. Plans should cover 3 to 5 year periods and should be regularly updated annually.

2.  START WITH A SERVICE VISION (SLC Requirement) - Going through a simple group visioning process helps staff and key stakeholders develop a shared vision or mental picture of the services the library is planning to provide.  It gets all the participants on the same page, creates buy-in which helps make the vision become reality. 

3.  IDENTIFY SERVICES, GOALS & OBJECTIVES (SLC Criteria Requirement) - Identify and briefly describe the electronic information services the library will provide that will help it achieve its vision.  Engage staff in learning about new services and emerging technology.  Determine how services will be delivered to the public, how they will be set up and managed in public areas.  The plan should articulate clear goals and objectives for using technology to achieve the library’s service mission.

4.  IDENTIFY NECESSARY TECHNOLOGY - (SLC Criteria Requirement) - Describe briefly the technologies and strategy the library will use to provide the services.  Assess existing hardware, software, facilities, and networks and identify those that need to be acquired to support the proposed services.  Plan and configure networks so that they can be easily up-graded.

5.  DETERMINE TELECOMMUNICATIONS NEEDS - Determine the levels of connectivity needed to support the planned services, technology, and networks.  The bandwidth needed is largely determined by the services (especially graphical services) and products you want to provide and the estimated number of simultaneous users.  Assistance in estimating the bandwidth is available from local government, automation vendors, network integrators, consortia, and the State Library.

6.  IDENTIFY STAFFING NEEDS & TRAINING FOR PUBLIC & STAFF [& ORGANIZATIONAL CHANGES] - (SLC Criteria Requirement) - Identify how the library will acquire the expertise needed to use, maintain, and continuously up-grade networks and systems.  Will the library contract for services, hire staff, or “grow your own?”  Describe how staff, volunteers, and the public will receive training.  Consider how technology changes organizations and the way they operate.

7.  DEVELOP AN ACTION PLAN / TIME LINE - Deploying new electronic services requires careful planning and accurate time-lines. The Schools and Libraries Corporation requires that a plan cover three years of service implementation.  Technology deployment usually involves sequenced implementation, e.g. installing cable will come first, buying PC workstations will come last.  Setting activities out in a timeline allows the library to see the “trigger points” in the sequence where a program review (evaluation) should be done.  This will assure a smooth transition through each phase of the technology plan’s implementation.  Also, be sure to build in time for staff to become comfortable with new technology.  Their comfort and confidence will positively influence their interaction with the public.

8.  EVALUATION - (SLC Requirement) - Count the clicks (uses), clickers (users), and talk to or survey users about satisfaction with services.  The purpose of evaluation is to encourage continued and new participation in the services being deployed.  To do this requires a process for measuring continuous improvement in implementation and service outcomes. 

9.  IDENTIFY COSTS & BUDGET - (SLC Requirement) - Identify funding required for equipment, networks, telecommunications, services, staffing, training, service contracts, and consulting.  Identify funding sources (e.g. county or city general fund or grant), one-time and on-going expenditures, and if appropriate, prioritize these purchases.
10.  USE THE PLAN & KEEP IT CURRENT -  The plan is no good if it isn’t used - share it with staff, boards, friends, and the community.  Monitor evolving technology and update the plan accordingly.  

Assistance is available from Mark Flynn at (850) 245-6626 or Dan Lhotka at (850) 245-6625.   Mark may be reached at mflynn@dos.state.fl.us and Dan may be reached at dlhotka@ dos.state.fl.us
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Schools and Libraries Corporation

Criteria for Certification of Technology Plan Approval
               (Name of Library)                  is certified by the Schools and Libraries Corporation to approve technology plans for participation in the Schools and Libraries Universal Service Program.

              (Name of Library)                     has a technology plan that has met the standards and criteria outlined in the following checklist.

CHECKLIST

Successful technology plans align the overall education or library service improvement objectives with the following five criteria. To qualify as an approved Technology Plan for a Universal Service Program discount, the plan must meet these criteria. It is critical that technology planning not be viewed or treated as a separate exercise dealing primarily with hardware and telecommunications infrastructure. There must be strong connections between the proposed physical infrastructure of the information technology and the plan for professional development, curriculum reform, and library service improvements.

____ The plan establishes clear goals and a realistic strategy for using telecommunications and information technology to improve education or library services.

____ The plan has a professional development strategy to ensure that staff know how to use the new technologies to improve education or library services.

____ The plan includes an assessment of the telecommunication services, hardware, software, and other services that will be needed to improve education or library services.

____ The plan provides for a sufficient budget to acquire and maintain the hardware, software, professional development, and other services that will be needed to implement the strategy for improved education or library services.

____ The plan includes an evaluation process that enables the school or library to monitor progress toward the specified goals and make mid-course corrections in response to new developments and opportunities as they arise.
1.  Decide on the Process
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· Integrate and coordinate technology planning and the library’s long-range plan. -  Technology planning needs to be consistent and integral with the library’s long-range plan and can be addressed as a separate document or as part of the existing long-range plan.  

· Determine level of effort - How extensive are the library’s technology planning needs at this time?  Planning needs may be great if a major network expansion or library automation in the works.  If there are no major challenges in the future, planning needs may be minimal.


How much energy, time, and resources do you have available?  Realistically 
determine the right level of effort.

· Identify specific planning needs - If a major automation up-grade is contemplated and the library will need to apply for grant funds, a consultant may be needed. Staffing needs may need special attention.  The E-Rate technology plan certification requirements needs to be specifically addressed.

· Identify who to involve in the process - How should various stakeholders be involved?  Boards?  Friends?  Public?  City/County officials?  Staff?  How much public involvement is needed for this planning cycle?

· Identify the process - Before you begin, develop a clear understanding of the planning process to be used - like the one presented here - and communicate it clearly to staff and stakeholders.  Planning can be tailored and adjusted to meet your specific needs using the time and resources you have available.

· Determine the time-frame - When does the plan need to be completed? - identify that date and work backward.  At this point it appears that libraries will be well advised to have an approved technology plan by December 31, 1998 in order to receive 1999 E-Rate discounts in a timely manner.  Are there other time-frame issues?

· What will the plan look like? - There is no one size-fits all plan.  The best plan for your library is the one that meets your needs with the resources you have available and results in better public service.  The SLC certification criteria provide a good description of what plans should include and the Technology Planning Made Easy model presented here offers a simple, straightforward guide.  A sample plan has been provided and there are links to other plans from the State Library’s Library Technology Planning website.

· Anticipate the organizational change resulting from technology. - When libraries implement technology it affects staff, how they feel about themselves and their work, how they relate to each other, and the organization itself.  Even positive change is difficult and threatening but there are steps managers can take to help staff through the process and insure success.

· Communicate!  Communicate!  Communicate!

· Involve staff in planning

· Keep the plan visible in the minds of staff and other stakeholders

· Remember - leaders validate change by their behavior

2.  Start with a Service Vision
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· Vision - What is it?
· Vision is about where we’re going, mission is who we are.

· “A vision …articulates a view of a realistic, credible, attractive future for an organization, a condition that is better in some important ways than what now exists.  A vision beckons.” Warren Bennis & Burt Nanus via MicroSoft’s The Connected Learning Community: Technology Roadmap
· What does it do for us?
· Through discussion and group interaction, establishes consensus about our goals, values, and actions.

· Participants’ buy-in helps the vision become reality

· How can we use it effectively in technology planning?
· Provides the basis for a technology or electronic services vision statement.
· Assists us in identifying the electronic services we want to provide.

· Example
In the year 2000, Kitsap Regional Library is the dynamic center of information access for the people of Kitsap County.  The library is the first source that people consider for answers to the questions that affect their everyday lives; they view it as an extension of their personal knowledge and memory.  The library is a place where individuals, families, and organizations go to explore the world of knowledge and the record of culture. Increasingly, people no longer need to go to a building.  The library continues to move beyond walls.  Information services and reference resources are electronically linked and available to people in their homes and businesses anywhere in the county.  People view the library as THE agency that gives them the most value for their money where information access is concerned.  Kitsap Regional Library, Washington State
· Simple Visioning process
· Ask participants to forget about today’s services, and restraints of money, staff, and time, and imagine walking into their library in the year 2001, look around, and brainstorm the electronic services they see in use by customers and staff.

· To encourage participants to offer specific ideas about services, ask them to envision the library’s menu or homepage, and describe or list the electronic services and Internet links provided .
· Facilitators lead the sessions and participants’ “vision” ideas are recorded on flip charts, discussed, prioritized, and become part of the basis for plan development and a technology vision statement.

3.  Services, Goals & Objectives
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· Identify the services to be provided - Ideas generated through visioning can provide a good start.  Since they are inter-related, final decisions about services to be provided depend on available technology, telecommunications, staffing, and budgets.

· Electronic Information Services include:

· Basic voice telephone service

· Telefacsimile (FAX)

· Library automation including 

· Public access catalogs, circulation systems

· Other local library information systems on fixed disk or CD-ROM

· Internet access for the public

· Access to commercial 

· Databases or resources

· Dial-up access to the library’s online catalog and other resources

· Cable or broadcast television

· Desktop video conferencing

· Video satellite downlink 

· Video relay to multiple sites

· Video programming production that can be broadcast via satellite, cable, or the Internet

· Access to information on library file servers

· Internet gateway service to connect users to resources at remote locations 

· Host site for community based

· Information system such as a Free-net

· Identify the content - the specific electronic information resources and products the library will provide.
· Specific local government information

· Local government data bases

· Links to information-rich web sites

· Sirs 

· First Search

· Telephone Directories

· Britannica On-Line

· And more

· Consider distance learning opportunities and possible partnerships and how you can deliver distance learning through your network and web presence.
· Consider how  your menus and website look and how to make them most effective for the public.
Develop goals and objectives for electronic services
Sample Electronic Service Goal and Objectives 

Goal
Community members young and old access useful information using the Internet and other electronic sources by using library equipment or from their schools, homes or offices by accessing the library’s website and content the library makes available there.

Sample Objectives
1.  Public use of library workstations to access the Internet and electronic information will increase from an average of 2,500 to 3,000 per month from October 1, to September 30, 1999. 

2.  Children’s use of library workstations to access the Internet and electronic information will increase by 10%, or by 230, from 2,300 to 2,530 per month from October 1 to September 30, 1999.

3.  Public access the library’s website will increase from an average of 10,000 to 12,000 hits per month from October 1 to September 30, 1999.

4. Members of the public receiving training in Internet use will increase from 100 to 150 per month from October 1 to September 30, 1999.

5.  In user survey’s conducted in April and September 1999, 90% of those responding will indicate that they were successful in locating useful information using library electronic resources.

6.  The library will increase the number of county departments and community organization’s whose public information it is making available on the Internet from 10 to 14 by September 30, 2000.

7.  By January 1, 1999, the public will have digital access at all library branches to the Internet and the library’s networked information.

8.  The library will provide the public with a standard of 1 workstation for every 3,000 residents by September 30, 1999.
4.  Identify Necessary Technology
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This is where you plan the system that will meet your service goals.  Careful planning is required here because if it is wrong, it can be very expensive to change later.  Start with a technology assessment.  An assessment is a process whereby you gather information about technology you currently have and are using, evaluate what you need to procure to meet your new service goals, and list all of the equipment and telecommunication services that you do not have that are necessary to complete your service vision.

The following tools are included in this packet to help you do an assessment:

Technology Inventory Survey

Server Survey

Microcomputer Hardware Inventory
You also may find it helpful to consult the following documents:

Advanced Telecommunications Services (ATS) Request Forms 

Florida public libraries submitted these forms to the Department of Management Services during 1996 in order to take advantage of Florida’s Telecommunications Act (F.S. 364).  These forms asked libraries to identify the services, equipment, and telecommunications services necessary to allow them to take part in the Florida Distance Learning Network.

Decision Matrix for Determining Level of Connectivity for Distance Learning Applications and Advanced Telecommunications Services in Florida Public Libraries.  

This document was developed by the State Library of Florida to be used as part of its Florinet grant program.  That program seeks to connect all public library facilities to the Internet so that they can offer public access to the World Wide Web.  The Decision Matrix lists four levels of service responses for using advanced technology to serve library patrons.  For each service level it lists the technology, bandwidth, and other technical specifications necessary to design a system that will meet the service vision described.  

5. Telecommunication Needs
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Performance:  TYPE OF CONNECTION!
Users want to move data quickly and reliably over telephone lines.  Telephone lines do not always cooperate however.  A Modem can be used to convert the electrical signal from a computer into audio tones that can then travel across the telephone wire.  However, there is a limit to the capacity of the telephone line which affects how quickly the audio tones can change frequency to represent the 0’s and 1’s that represent computer data.  Much research has gone into making modems faster.  The way that this has been achieved is through improvements in the way modems signal and changing what they say when they signal.  Currently the fastest modem connection you can achieve is 56 kbps. 

The alternative to a modem connection is to make a direct digital connection.  Digital telephone service sends data over telephone lines without converting it into analog signals.  This has the advantage of offering a higher speed of transmission, greater capacity and greater stability. Equipment is needed such as a device called the Channel Service Unit/Data Service Unit (CSU/DSU) to terminate the digital line at each end and a Router which routes digital information to and from the network.  A digital line can be used for both voice and data transmissions allowing many devices to communicate on a single circuit.

A direct digital connection is recommended for libraries wanting to offer public access to the World Wide Web.  

5. Telecommunication Needs
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Performance:  BANDWIDTH!
Bandwidth is the capacity of a communications channel.  In a network, the greater the bandwidth, the greater the information carrying capacity of the network and the faster data can be transmitted from one device to another.  Bandwidth is usually expressed in bits or characters per second.  Following is a table that expresses the bandwidth value of well known, typical connecting technology:

The following two charts illustrate the impact of bandwidth and connection speed on a user’s ability to transfer information

	Speed
	Bandwidth Expressed As

Characters or Bits per Second

	14.4 KB
	14,400

	19.2 KB
	19,200

	28.8 KB
	28,800

	56 KB
	56000

	T-1
	1,544,000

	T-3
	4,500,000
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6.  Staffing & Training
Technology Planning Made Easy
· Identify staffing necessary to support electronic services.  Will the library contract for services, hire staff, or “grow your own?”
· Network Manager

· Webmaster

· Network technician

· Reference Librarian

· Potential staff & public training topics

· Web Search Engines

· Trouble Shooting PC’s

· First Search

· Windows 95

· Search Skills

· Web Sites Of Interest

· E-Mailing

· Website construction

· Anticipate challenges posed by Organizational change that result from deployment of electronic services. 

· Communicate! Communicate! Communicate

· Involve staff in planning

· Keep the plan visible in the minds of staff and other stakeholders

· Remember - leaders validate change

· Remember 7 Stages of Organizational Transition

1. Losing Focus 

2. Minimizing the impact

3. The pit 

4. Letting go of the past 

5. Testing the limits 

6. Searching for new meaning 

7. Integrating the vision

7.  Action Plan / Time Line
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After you have completed the Technology Assessment and translated the library’s vision for offering services into appropriate technology, the next step is to develop a strategy or an Action Plan for implementing your goals and objectives.  Deploying new electronic services requires careful planning and accurate time-lines.

A time-line is an important part of the action plan because it helps the program coordinator to manage all of the elements necessary to keep the program on track and assess progress toward the objectives.  A time-line will also allow the library to mark accomplishment milestones that can be communicated to stake-holders and to update the technology plan to accommodate inevitable changes owing to technological advances.  

Time Lines can be set by

· Priority – deciding which objectives demand immediate attention and which come later, e.g. the retrospective-conversion objective may be deemed a higher priority than the “WEB Access for the Public” objective, or vice-versa; or

· Logical Order – a step-by-step, sequenced implementation. e.g. installing cable will come first, buying PC workstations will come last; or  

· Combination of the two – working on numerous objectives simultaneously but with a specific plan for sequenced implementation for that objective.
Setting activities out in a timeline allows the library to see the “trigger points” in the sequence where a program review (evaluation) should be done.  This will assure a smooth transition through each phase of the technology plan’s implementation.  Also, be sure to build in time for staff to become comfortable with new technology.  Their comfort and confidence will positively influence their interaction with the public.

The Schools and Libraries Corporation requires that a plan cover three years of service implementation.  Suggestion:  treat the first 18 months as near-term supplying great detail, mid-term would be 18 to 36 months and rely on less detail but should require a plan review and update component.  Your plan stakeholders may find it helpful to include a “future” section in your plan wherein you list what emerging technologies you are keeping your eye on that have great potential for your library patrons.  

Time-line Example:  The following is a sample time-line showing all of the activities relating to major objectives for a Library Technology Long Range Plan. Each activity developed under each objective is given a number designation.  By setting all of them out on a time-line all team members involved in the implementation can see their target dates and how they relate to other team members’ activities.
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8.  Evaluation 
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Why Technology Plans Fail?
Common flaws of Technology Plans that lead to failed implementation are...
· Limited or no stakeholder involvement

· poor communication

· technology plan tried to accomplish too much

· planning process is not understood

· criteria for success are too narrowly defined

· planning budget is not comprehensive

· data gathered are not comprehensive

· little or no linkage to other planning efforts

Evaluation... 
A good evaluation component will guard against the common flaws that lead to failure.  Evaluation requires careful planning and should be assigned to an individual to  coordinate.   Formulating an evaluation plan should involve a special task force or committee of stakeholders or a team appointed for this specific purpose.  The evaluation team should determine:

1. The purpose of the evaluation – Is it to encourage continued and/or new participation in the library’s technology program? Is it to provide continuous improvement in service outcomes? Or both?  

2. The type of data to be collected –  Data is costly to collect.  Are you already collecting data that can be used to evaluate your program as part of an existing administrative function?  If you must collect additional data to demonstrate program outcomes, plan carefully so as to maximize cost benefit.

What data do I need to collect?
The type of data, procedures, strategies and tools necessary to conduct an effective evaluation depends on answering the following questions:

· Is the evaluation driven by the program’s objectives?

· Are a variety of data collection methods being used?

· Can your budget handle an outside evaluator or will it be done in-house?

· Are all the stakeholders in agreement about the evaluation plan?

· Has a reporting format been determined?

Measures For Electronic Services
We are only beginning to develop effective ways of measuring and counting use of electronic services.  Look for improvements in this area in the months ahead. 

1.  Number of people served

· Clickers - number of people using services (determined by sampling or sign in sheet counts at this time.)

· Number of people receiving training (e.g. in use of electronic services)

2. Satisfaction with service provided (surveying  or web based sampling.)

3. Number of library units of service provided 

· Clicks - inbound server traffic

· Number of Internet workstations per capita

· Internet public access in library by outlet, yes or no?

Monitoring...
 
is an activity whereby information is gathered on an on-going basis to do:
I.  Formative Evaluation:  make mid-course corrections in process and program activities if such change appears to be necessary in order to move toward the desired objectives; and

Formative evaluation data should allow for:

· comparison with baseline data

· forms the basis for activity and project change and extension and

· checks for any unanticipated side effects during program implementation  

For example, 

· Number of people served, e.g. clickers or users accessing services as determined by sampling at some time

· Satisfaction with service provided, e.g. surveys, interviews

· Number of library units of service provided, e.g. clicks - inbound server traffic

· Number of Internet workstations per capita
II.  Summative Evaluation:  checks for progress toward accomplishing the stated mission and objectives of the technology program at the end of agreed upon time intervals.   

Summative evaluation data will entail aggregating data collected through the formative evaluation and is usually presented in the form of a formal end-of-project report that seeks to:

· guide the cycle of planning for the period of time determined by the stakeholders

· suggest a possible need to revisit and deepen the stages of development

· build on the achievement of the program

· Report to stakeholders and keep them interested and committed.


For Example,

· Semi-annual or Annual Report

· Program Outcomes Analysis 

· Revised standards and models for service delivery

· Assessment of user demand for new services

· Assessment of staff training efforts

· Assessment of patron training efforts

9.  Identify Costs & Budget

Technology Planning Made Easy
The Plan Budget is designed to answer the questions invariably asked by stake-holders, “How much will this cost?”  and “Where will the money come from?”

The library’s operating budget is a plan for expending funds in one fiscal year.  The Technology Plan Budget differs from the operating budget in that it projects estimated costs as opposed to an actual funding commitment.   

It is difficult to develop a formula for projecting the costs of a multi-year technology plan when you’re uncertain about what technology will become available not to mention what the costs will be.  Consequently, the budget section of the Technology Plan will typically express costs in broad terms, combining estimated costs into “cost centers.”  Below is a checklist of typical cost centers that are used for technology planning.  The planner should identify all costs, regardless of who actually pays them. 

One way of forecasting future technology expenditures is to measure where your library technology dollars are being spent currently.   Use your current expenditures to forecast where you may expend dollars over the course of the plan.  

COST CENTERS FOR PREPARING THE TECHNOLOGY PLAN BUDGET
Hardware:  Includes the purchase and installation of computers, printers, scanners, networking components.  The primary factor affecting total hardware cost is the density.  Density expresses the optimum relationship between the service population and equipment needed to serve them adequately.  This can be measured in a variety of ways including patron-to-computer ratio, number of workstations per capita, number of workstations per 1,000 circulation transactions, etc.

Software:  Includes server software; specialty and productivity software, e.g. the integrated online library system; client workstation software, e.g. WEB browser, Z39.50 client, e-mail, software necessary to access remote databases, etc.; and software needed to adapt technology for ADA compliance.

Infrastructure improvements:  Includes wiring and cabling, additional telephone lines, improved ventilation and cooling systems, enhanced security systems, electrical capacity upgrades, and possibly even renovation or asbestos removal.  The largest one-time cost to implementing a network in an existing facility will be retrofitting the building.

Telecommunications costs:  including wide area and network connections among all facilities in a library system, and connection to the Internet.  Costs typically include installation charges, monthly costs for telephone lines and data circuits, satellite connections, cable connections, and Internet gateway fees.  Bandwidth is the biggest factor in projecting costs for telecommunications.

Technical support and network management:  Includes the cost of planning, creating, and managing WEB and other electronic resources; assisting librarians with immediate resolution of technical problems they may encounter; management includes monitoring the network to assure it is operating at peak performance.

Professional development:  In order to guarantee success of the technology plan, administrators, librarians, staff, and patrons all need to be trained in how to make use of the new technology as a tool to serve their information needs.  Each librarian will require from 20 to 50 hours of initial training in order to be proficient.

System maintenance and upgrading:  Maintenance and upgrading of hardware, networks, and software are necessary to preserve the library’s investment in technology.

DIVERSIFY SOURCES OF FUNDING SUPPORT

Diversify your funding stream by creating and using more sources of funding.  Spread the funding burden.  It’s as important as “sharing the wealth” of services that result.  It also builds commitment and support within the community and among your partners.

Revenue sources include...
· Restructuring internal resources

· County or City Budget 

· Support from Friends and Trustee groups

· Categorical funding from Federal and State programs, e.g. Library Services and Technology Act (LSTA);Telecommunications and Information Infrastructure Assistance Program (TIAP)

· Grants from Foundations, e.g. Gates Foundation (see: http://www.glf.org/); 

(For a complete listing of Foundations that support community based telecommunication projects see Foundation Resources for Community Networks, Telecenters and Televillages at http://www.aspeninst.org/rural/foundres.html)

· Partnerships with businesses in the community

10.  Use the Plan & Keep It Current 
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APPENDIX 1:  SURVEY FORMS
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1.  Technology Assessment Survey

2.  Server Assessment Survey

3.  Microcomputer Hardware Inventory Survey

4.  Plan Budget (Cost Estimate) Worksheet

	Technology Assessment                               DATE:  

	Library System
	

	Service Location
	

	Contact Person
	

	Equipment

	Type
	Current
	Year 2
	Year 3

	PC Workstations
	Quantity:
	Quantity:
	Quantity:

	Other Workstations
	Quantity:
	Quantity:
	Quantity:

	Terminals
	Quantity:
	Quantity:
	Quantity:

	Printers
	Quantity:
	Quantity:
	Quantity:

	Routers
	Quantity:
	Quantity:
	Quantity:

	Brand:
	Quantity:
	Quantity:
	Quantity:

	Brand
	Quantity:
	Quantity:
	Quantity:

	Hubs
	Quantity:
	Quantity:
	Quantity:

	Brand
	Quantity:
	Quantity:
	Quantity:

	Brand
	Quantity:
	Quantity:
	Quantity:

	Telephone Sets
	Quantity:
	Quantity:
	Quantity:

	FAX Machines
	Quantity:
	Quantity:
	Quantity:

	Other:
	Quantity:
	Quantity:
	Quantity:

	
	Quantity:
	Quantity:
	Quantity:

	
	Quantity:
	Quantity:
	Quantity:

	
	Quantity:
	Quantity:
	Quantity:

	NETWORKING

	Item
	Current
	Year 2
	Year 3

	LAN
	[  ] Yes [  ]  No
	[  ] Yes  [  ]  No
	[  ] Yes   [   ]  No

	No. Workstations on LAN
	
	
	

	No. of Network Printers
	
	
	

	Cabling
	Type: 
	Type: 
	Type:

	Fiber
	
	
	

	No. of Network Drops 
	
	
	

	Connections

	Type
	Current
	Year 2
	Year 3

	POTS
	Quantity:
	Quantity:
	Quantity:

	56 Kb
	Quantity:
	Quantity:
	Quantity:

	Fractional T1
	CIR: 
	CIR: 
	CIR: 

	1.54 Mb (T1)
	Quantity:
	Quantity:
	Quantity:

	10 Mb
	Quantity:
	Quantity:
	Quantity:

	45 Mb (T3)
	Quantity:
	Quantity:
	Quantity:

	SOFTWARE

	Type
	Current
	Year 2
	Year 3

	Internet Browser
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No

	E-Mail
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No

	OPAC
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No

	Other: 
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No
	[  ] Yes [  ]  No


	Server Assessment Survey                Date: 

	Name:
	

	Library:
	

	Branch: 
	

	Server Description

	ITEM
	RESPONSE

	Server Name
	

	Server Location
	

	Brand
	

	Model
	

	Processor
	

	Speed
	

	RAM
	

	Hard Drive
	

	Data Backup System
	

	Type of Network Connection
	

	Network Operating System

	Type
	Version
	Number of Users on License

	Microsoft Windows NT
	
	

	Novell Netware
	
	

	UNIX
	
	

	Other:
	
	

	Other: 
	
	

	Network Services

	Services
	Yes
	No
	Notes

	File Server
	
	
	

	E-Mail
	
	
	

	DNS
	
	
	

	WEB/Internet
	
	
	

	Video
	
	
	

	Library System
	
	
	

	CD-ROM
	
	
	

	Other:
	
	
	

	
	
	
	

	
	
	
	

	Physical Security

	Type
	Yes
	No
	Notes

	Electronics Rack
	
	
	

	UPS
	
	
	

	Locked Cabinet
	
	
	

	Locked Space
	
	
	

	Fire Alarm
	
	
	

	Other: 
	
	
	

	
	
	
	


	Microcomputer Hardware Inventory     DATE:

	Library System:
	Facility

	Computer Name
	Location
	IP Address
	Computer

Make/Model
	Hard

Drive

Size
	Memory
	CD-Rom

Y/N
	Sound

Card

Y/N
	Printer

Make/Model

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Plan Budget or Cost Estimate

	Category
	Year One
	Year Two
	Year Three

	Telecommunications
	
	
	

	Voice (including long distance
	
	
	

	Data
	
	
	

	Cellular
	
	
	

	
	
	
	

	Internet Service Provider
	
	
	

	
	
	
	

	Equipment
	
	
	

	PC Workstations
	
	
	

	Printers
	
	
	

	Hubs
	
	
	

	Routers
	
	
	

	Other
	
	
	

	
	
	
	

	Software
	
	
	

	
	
	
	

	Library Automation
	
	
	

	Purchase
	
	
	

	Maintenance Cost
	
	
	

	
	
	
	

	Maintenance Expense
	
	
	

	LAN
	
	
	

	WAN
	
	
	

	File Servers
	
	
	

	PC & other workstations
	
	
	

	
	
	
	

	Cabling & Electrical
	
	
	

	Cable Drops
	
	
	

	Electrical outlets
	
	
	

	Breaker Box
	
	
	

	Transformer
	
	
	

	
	
	
	

	Training
	
	
	

	
	
	
	

	TOTALS
	
	
	


