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Database Plan

For: Nonprofit Organization [Your Agency]

3/15/01

Executive Summary

[Identify why you need a database, what you will accomplish with this database, what kind of database you already have and how will this database assist you in your mission]

[Your Agency] is a 501c3 organization working for social justice in the San Francisco Bay Area.  We lobby officials, conduct education and awareness programs, develop outreach materials and provide resources to the public to address social justice concerns.

[Your Agency] is seeking to implement a new database system to address growing shortcomings in the current membership/contact management system.   Our current database system (a combination of Access, Outlook contacts and contact lists in Word) does not provide all the staff with one central source for the information required on a daily basis.  Much of the existing data is duplicated across different lists, outdated, and updated on an inconsistent basis.  The current database system has some technical problems, does not track all the information required, and does not provide all necessary reports.

A new database system will provide all staff access to one central source for our membership/contact information system.  Using the database, [Your Agency] staff will be able to track all relevant information pertaining to our membership and organizational contacts, and generate reports for analysis by specific departments and distribution to [Your Agency] funders.   Data input will be centralized and simplified to avoid duplicates or separate data lists.

Database Design and Information Flow

[Document all data to be tracked, reports to be produced, all critical functionality or “must haves”, and what current data will be introduced into the new database]

Basic Database Features

The database must be multi-user – [Your Agency] currently has five database users on staff, and projects in three years to have 8 database users.  All staff are based in one office – however, some staff will occasionally need access to view the database from remote locations.  Although the current amount of contact records is approximately 5,000, the database should efficiently handle approximately 10,000 to 15,000 records, as this is its projected size in three years.   The database should have the capacity to import and export all data collected to allow for bulk inclusion of our existing data and for distributing data to mail house vendors with whom we work.  

Data to Collect
The new database should track information regarding three primary constituencies – members, donors and general contacts (such as vendors & service resources).  Contacts also play a variety of roles within [Your Agency].  Many contacts are included in more than one constituency category, and play more than one roll in [Your Agency].  Complete contact information must be tracked for all contacts (name/organization, addresses, day/evening/cell phone, fax, email/web, preferred contact method) as well as information pertaining to what role they play within [Your Agency], subscriptions to mailing lists and a contact log.

Members include individuals and organizations who have requested information, volunteers, trainers, workshops/training participants, or have subscribed to our newsletters.  Roles would include General/Public, trainer, volunteer, event participant, staff.  Information that needs to be tracked is the following:

· Volunteers: event/task, date, availability, skills, notes

· Trainers: resume, cost, availability, skills, notes

· Event Participant: event and date

· Staff: resume, schedule

· General/Public:  Information requested, response, date

Donors include individuals and organizations that have given money to [Your Agency].  Information that needs to be tracked is the following:

· Donor Category: Individual, Corporate or Foundation Donor

· Donation history:  Gift type, amount, relevant campaign, date, restrictions, reporting

· Profile:  Notes on interests, relationships to staff, board, etc

General contacts include individuals and organizations that provide fee for services, or are locations/points of contact for resources.  Information that needs to be tracked is the following:

· Profile information: Services offered, fee, location, npo discount information, notes

The contact log records a history of communication with each constituent.  Information that needs to be tracked is the following:

· Communication profile: date/time, subject, results/followup, [Your Agency] staff, notes

Each contact may belong to one or more constituencies, and play a variety of roles within [Your Agency].  

Database Search Capacity 

The database will provide a mechanism for the user to develop custom searches of collected information.  The database should provide the capability for complex searching across multiple fields, and generate reports on these searches.  Standard searches such as searching by first name, last name and organization should be provided for all contacts. The database should provide several essential reports that are based on pre-designed searches of the database. 

Pre-designed searches of the database are listed below according to the constituent categories listed previously:

· Members searches:  member role, state, zip, event, skills, availability, information requested with no response, subscribers to mailing lists.

· Donor searches:  Gifts $1 to $100, $100 to $1000, $1000-$5000, $5000 and greater, donors by category, donors by campaign, donors within a given date range, gifts requiring reporting, gifts with restrictions.

· General Contacts:  service/resource offered

· Communications log: search by date, date range, staff, subject and keyword

A search by date, date range and topic should be provided for the contact log across all constituencies

Reports to Generate

Standard reports across all contact constituencies and roles should include the following:

· Mailing labels:  Format choices should include Avery 5160 and 5164.

· Full contact/profile information:  All collected data, can be generated per person or using the pre-designed searches above.

· Subscribers to publications:  All constituents subscribed per newsletter and their basic contact information. 

· Communication log: full logs, both per constituent record and across all constituents, by date, date range, staff, subject and keyword

Specific reports for each constituency should include the following:

· Members:  Brief list of constituency contact information by roles, state, zip.  Brief list of volunteer/trainer contact information by skill and availability.  Constituents by requests for information and responses/lack of responses.  

· Donors:  Donation history per donor, all donations by gift amount range, date range and campaign

· General Contacts:  Contacts by service/resource

Staffing Recommendations

[Identify the current technical staff situation and how this will change, i.e. who will be Database Manager, what staff will be using and maintaining the database, how much time staff will spend in these roles, the role of outside consultants, etc]

[Your Agency] currently has five full-time staff.  While nobody on staff has formal training or experience with systems or database administration, one staff member has served this role, being the most computer literate (the “accidental techie”).  This staff member currently spends about 10 hours per week on computer troubleshooting, database administration and as our Database Planning Coordinator, with the rest of the time spend on regular program responsibilities.  We call on outside consultants to help with problems for which we find no solutions in-house.

[Your Agency] requires a full time staff person charged with database and systems administration duties in addition to the current Database Planning Coordinator.  This staff person’s initial responsibility would primarily fall in the area of database administration as the new database system is selected, developed and installed.  Duties would include:

· Assisting the Database Planning Coordinator in evaluating database products and vendors and determining whether to buy or build a database

· Documenting existing databases and other data lists

· Working with staff on data clean-up and data importing into the new system 

· Database development, maintenance and administration

· Systems administration, hardware/software support, helpdesk duties

· Staff training on database, software and hardware issues

Training Recommendations

[Describe staff training plan, i.e. who will train staff, which staff will receive training, how will current and future staff be trained, what kind of training & how extensive, etc]

The Database Administrator and the Database Planning Coordinator will be responsible for training existing and new staff on the use of the new database system.  Both staff should attend appropriate training programs to provide them the skills required to administer the database in-house and its proper use, and to organize subsequent in-house training for all staff on using the database system.  Providing paid training for two staff allows for a more secure support environment within [Your Agency] – in the event one staff is not available for critical database administration tasks, the other staff will fill the role of database administrator.  

Hardware/Software Requirements

[Identify the hardware and software upgraded needed to support and run database software]

Currently, there is one computer for each staff.  The computers are not networked to share resources such as file space, printers or an Internet connection.  The computers are a mixture of Pentium and 486 processors, use either Windows 95 or Windows 98 operating system, and have a range of RAM memory from 16MB to 64MB.

Upgrading or replacing the existing hardware to establish a uniform computing platform for all staff, the installation of a computer network and the implementation of database and file backup procedures are essential preparation for the development and deployment of the new database system.  A new computer should be purchased to serve as the database and file/print server to allow all staff to share the database from their workstations.  A back-up system should be installed to the network and a regular back-up procedure should be established and carried out by the systems administrator to protect against loss of data and files.  The slower 486 processor workstations should be replaced with Pentium systems and all systems standardized with Windows 98 as the operating system.

Implementation Plan

[Chart a schedule for the database implementation, including roles and responsibilities of staff, and the total budget for this project]

Timeline

The new database system should be up and running in seven months.  A timeline of the major tasks and their completion dates follows:

	Task
	Staff
	Date
	Done?

	Gain Organizational Consensus  & Commitment


	Senior Management, ED leadership
	January 15
	X

	Determine Staff Roles 
	Senior Management, ED leadership
	January 22
	X

	Notify Staff Members


	Senior Management, ED
	January 22
	X

	Database Planning Kick-off Meeting
	Prepared and led by DPC, introduced by ED, all staff present
	January 29
	X

	Collect Forms, Reports, Questionaires
	DPC
	February 12
	X

	Summarize/Merge Staff information
	DPC
	February 19
	X

	Meeting: Finalize Database Priorities
	DPC leads, database Planning Team participates
	February 26
	X

	Final Database Plan


	DPC
	March 15
	X

	Hire Database/Systems Administrator 


	DPC
	April 15
	

	Evaluate Database Packages & Custom Solutions


	DPC, Database Admin
	May 15
	

	Make “Buy vs. Build” decision and select database solution 
	DPC, Database Admin
	May 30
	

	Hardware upgrades, purchases, network installation, purchase database software (if choosing the “buy” route)


	Database Admin and/or Outside Consultant
	June 30
	

	Install, and Build or Configure database system – test database functionality with real data


	Database Admin and/or Outside Consultant
	August 30
	

	Train Database Planning Coordinator and Database Administrator


	Outside Consultant
	August 30
	

	Import data from existing databases and lists into new system


	Database Admin
	November 30
	

	Train Staff in-house on database use
	DPC and Database Admin
	December 15
	


Budget

The budget required to implement the system with respect to the timeline above is as follows:

	Item
	Cost

	Salary: Database Planning Coordinator 

($20/hr x 40hr/month x 7 months)


	$5,600

	Salary: Database Administrator 

($20/hr x 160hr/month x 7 months)


	$22,400

	Hardware Upgrades 

(new workstations, new operating system software)


	$2,000

	Network Hardware/Installation

(Server, Network Cards, Wiring, Installation labor)


	$4,000

	Database software/custom build


	$5,000

	Training 

(2 Staff x $500)


	$1000


        Total Cost: $40,000

Appendix

[Place examples of the forms and reports that you currently use for the existing database systems here, and all tools used to gather information from staff on their database use.  Include in this section summaries of all questionnaires completed.]
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