Technology Needs Assessment Worksheet
General Technology Information

1. What type of computers do you use?


PC

Macintosh

None
2. What operating system do you use?


Microsoft Windows          Linux          Unix          Macintosh OS          Other

If Other: ___________________________________

3. List the top 5 issues your organization faces that you feel improved technology would address.

a. __________________________________________

b. __________________________________________

c. __________________________________________

d. __________________________________________

e. __________________________________________

4. Describe your current technology situation.
_________________________________________________________


_________________________________________________________

_________________________________________________________

_________________________________________________________
5. Describe your ideal technology situation.
__________________________________________________________
__________________________________________________________

__________________________________________________________

__________________________________________________________
6. Who in your organization would plan for technology staffing, outsourcing, training, purchases, etc.? 
_________________________________________________________________________
7. Who in your organization would troubleshoot and maintain computers?
_________________________________________________________

8. Would you rather outsource to a consultant or solutions company for planning, maintenance, etc.?
Yes




No

9. Who in your organization will implement (or help implement) new technology?
10. Describe the level of technological knowledge your staff currently has, i.e. proficiency with internet, MS Office, etc., training, programming or networking/hardware experience.
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

11. Do you currently have a budget or funding for technology needs?  How do you plan to finance your technology needs?

________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

12.  What obstacles does your organization face in effectively using technology?
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

13. How would you assess your use of technology compared to other businesses with similar objectives? 
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

14. What role does the implementation of new technologies play in your strategy for the next five years? Do you need new technology in order to grow? Would new technology allow you to respond to new opportunities?

________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

Specific Solutions
First check off each solution you feel would address a problem at your organization.  This will help you get a comprehensive look at the various areas technology will aid you and what type of solutions to look for.  Then go back and rate those solutions you checked off in terms of priority, 1 being top priority, 5 being least priority (more than one solution can have the same priority rating).
	Technology Solution
	Problems it will solve
	(
	Priority

	Updated Computer Hardware
	Wasted time rebooting computers, slow processors, frequently freezing/crashing computers, lost or corrupted data.
	
	

	Updated Computer Software
	Old software lacking functionality/applicability
	
	

	Local Area Network
	Lack of inter-office communication, application or file sharing.   
	
	

	Faster Internet Hook-up (DSL, T1, Cable)
	Slow dial-up and slow page loading resulting in lost work time
	
	

	Web Development
	Lack of internet presence resulting in lack of: sales, visibility, information sharing, relationship building/maintaining with customers, creative communication
	
	

	Customer/Client Tracking Database
	Poor information tracking of clients resulting in failure or difficulty in: following up on sales, requesting feedback, marketing efforts, providing excellent service, etc.
	
	

	Communication Tools
	Failure or difficulty communicating with customers/staff resulting in: lack of sales, failure to maintain a meaningful relationship, expensive mailings, long administrative processes, ineffective campaigns/mailings, too much staff time dedicated to passing along information rather than utilizing information to forward your goals, etc.
	
	

	Web-based applications
	Lack of intra-office application/information sharing, lack of inter-office application/information sharing, constant software upgrades, expensive software upgrades/patches, need for software/hardware technical support/maintenance, software/hardware conflicts, hard to use or technical applications your staff can’t easily operate, inability to access your information away from the office, staff time wasted on printing reports, etc. 
	
	


