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This road map outlines the components of each section of your technology plan, including tips & resources for ensuring your plan is as comprehensive as possible. 
When you are finished, your plan will be useful not only as an internal tool for your organization but also as a document to share with funders who may be interested in supporting your strategic use of technology to meet your mission. Remember that it will continue to evolve and should be updated on an ongoing basis as needed, at least annually.
Additional technology planning resources: http://www.connectingup.org
http://www.nten.org/;  http://idealware.org/;  http://techsoup.org
Phase 1: Technology Team, Decision Making & Inventories

Activity 1:  Create your tech team, choose team members – include each one’s role in the planning process.  

Activity 2: Create a protocol for communication and decision-making among your team members. Create meeting schedule.

Activity 3: Perform an inventory of resources available to the organization - technology hardware, software, and staff skills as well as the Determining Your Organization’s Current Stage of Technology Questionnaire (MTMM p. 19-24).  
Phase 1 Tips
· Include program, management, and technology staff as part of your tech team
· Consultants may be an important part of your technology planning, but the decision-making should rest internally within the organization
· Describe how the team will work together and communicate to make decisions, i.e. monthly meetings, shared work site, etc.
· Think about who is responsible for budget, technology, and programmatic decisions
· Consider creating a process to keep inventories updated (surveying new staff on skills, modifying hardware/software assets quarterly, etc.)
Phase 1 Resources
· Managing Technology To Meet Your Mission (MTMM) book - p. 19-24 
· Read MTMM Chapter 5: Finding and Keeping the Right People
· Spiceworks IT inventory tool
Phase 2: Introduction & Evaluation Process
Activity 1: Create your plan document from the outline template provided

Activity 2: Draft your introduction narrative for your tech plan (you will revise this near the end of the process with details on the plans you create)

Activity 3: Add your organization’s mission

Activity 4: Based on your determination of your Current Stage (from Phase 1, Activity 3) review the model below with the team and discuss what the organization will look like when it reaches the stage described in the “Value” column.
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Activity 5: Based on your outputs from Activity 3  - and thinking about the connection with your mission - write your technology vision for your organization.

Activity 6: Write your organizational overview– includes primary program areas, discusses how technology is presently being leveraged in management and service areas.

Activity 7: Identify and summarize the current technology attitudes of the staff (and yourself) at your center from the human skills inventory in Phase 1.

Activity 8: Fill out Section 2 - Evaluation Process in your document, based on your work in Phase 1
Phase 2 Tips:
· Connect your technology vision to your mission
· Your organizational overview does not need to be long but should provide a context for your plan and summarize your organization’s program areas for someone who may not be familiar with them (i.e. potential funders)
· Summarize the results from your staff skills survey to describe your organization’s “technology attitudes.” Are your staff currently technology proficient and ready to take on new projects? Are they novices who are excited to learn? Do you have a range of attitudes about the use of technology in your organization? 
Phase 2 Resources:
· Read Managing Technology to Meet your Mission (MTMM) 
Chapter 1: Mission First: Achieving IT Alignment

· Watch NTEN archived webinar: Aligning your IT needs with your mission (FREE to members!) http://www.nten.org/events/webinar/2010/09/22/aligning-your-it-needs-your-mission
Phase 2 Recommended Related Content
· What Every Nonprofit Executive Needs to Know about IT: http://deborahelizabethfinn.wordpress.com/2013/02/05/what-every-nonprofit-executive-needs-to-know-about-information-technology-redux/
· Good Questions to Ask During a Technology Assessment
http://www.thedatabank.com/blog/post/2012/03/21/Secrets-to-finding.aspx
· Getting Started with Data-Driven Decision Making
http://www.nten.org/blog/2013/01/28/introducing-a-new-nten-workbook-getting-started-with-data-driven-decision-making?goback=.gde_1053_member_210072524
· IT Alignment Is Mission Alignment
http://www.nten.org/blog/2009/09/15/it-alignment-is-mission-alignment
Phase 3: Technology Initiatives
Activity 1: The team brainstorms a list of technology wants and needs. 

Activity 2: Through discussion, the team ranks the list in priority order

Activity 3: For your top three or four technology initiatives, develop a logic model for each. These can be short or long term initiatives, but they should be larger projects like website revision, choosing and implementing a new database or moving infrastructure to the cloud (smaller projects like purchasing a printer don’t require logic models)

Activity 4: As part of developing a logic model for each initiative, determine benefits and desired outcomes of the initiatives (tie back to organization’s mission) 
Activity 5: Write down the education, assistance, and assets needed to complete the other initiatives.  Search listed web resources to select sessions relevant to your needs and initiatives 
Activity 6: Complete Section 3 - Technology Initiatives of your technology plan. Your logic models will be included as appendix II in the plan.
Phase 3 Tips:
· Prioritize your initiatives within classifications: major new tech priorities, smaller high priority projects, ongoing technology projects for expansion or maintenance, and plans for future technology development.

· Provide a brief (2--3 sentence) introductory narrative for each initiative describing its current state and why it is a priority
· For initiatives you create logic models for, Include specific, measurable benchmarks as outputs as well as short/medium/long term outcomes.
· Consider the technology needs for your top three initiatives in the following areas: infrastructure, technical support, technology training, data management program, and communications program.
· Within each initiative, list the status, resolution, and implementation plan.
· This section can be made more comprehensive by considering your organization’s overall needs in the five areas of: infrastructure, technical support, technology training, data management program, and communications program, not just as they relate to your top three initiatives.
Phase 3 Resources:
· MTMM Chapter 3: Measuring the Return on Investment of Technology, Chapter 4: Planning and Prioritizing, Chapter 7: The Foundation: Introduction to IT and Systems
· Watch Holly Ross’s presentation on YouTube: http://www.youtube.com/watch?v=WooyvGuz1L0&list=PLFFD6017224427326&index=5 
Phase 4 : Implementation Plan
Activity 1: For each initiative that you plan to take action on in the plan period, include them under the appropriate subsection under Section 4 - Update of Technology Areas. For each subsection include the current status, planned resolution and implementation plan.

Activity 2: For your top technology initiatives, Complete Section 5 - Implementation Plan Procedures. Create an implementation plan which includes:
Human resources (staff/contractor/consultant) and who is responsible for completion of the initiatives
Any RFP/RFIs (Request for Proposal/Request for Information) needed
Timelines for completion
Other resources needed (additional hardware, software, etc.)
Fiscal and Staff Time Budget

Activity 3: Review the finished plan, completing the Introduction in Section 1
Phase 4 Tips
· Provide enough detail so you know which steps need to be completed in what order (for example, you may need to upgrade your hardware before a certain new software tool can be utilized)
· After the timeline has been completed for each initiative, consider combining into one overall timeline so you can see how the activities from the different initiatives will interact with each other.
· Include a fiscal budget for equipment (copy machines, etc.), hardware, software (including renewals for subscriptions), training, consulting, service fees and contracts, and operating expenses
· Develop a staff budget that includes a list of staff members, percentage of time on staff projects, and associated salary and benefit costs.  Keep in mind you may need to reassign staff responsibilities and priorities.  

· Be realistic! If you have an “accidental techie” program staff member who spends 10% of her time dealing with network issues, assign that to your technology budget.
· Include planning, implementing, and managing staff time costs in your estimates.
· Develop the budgets for initiatives based on what they will actually cost, not how much you currently have available.
· Spread the costs across the years of your plan.
Phase 4 Resources:
· NTEN webinar Strategic Planning and Budgeting (free to members) (by John Kenyon - best for those with basic budgeting knowledge): http://www.nten.org/events/webinar/2011/11/09/strategic-planning-and-budgeting-technology
· Webinar on budgeting (by Donny Shimamodo, CPA - best for those with more advanced budgeting knowledge): https://techleadershipinitiative.wikispaces.com/file/detail/June%2010%20Webinar%20Slides%20-%20IT%20Budgeting%20for%20Not-for-Profit%20Organizations.pdf
· MTMM: Business Process Mapping, pgs. 87-89
Phase 4 Recommended Related Content:
· How to Write a Website RFP (Request for Proposal)
http://www.nten.org/events/webinar/2010/04/09/10ntc-live-personals-professionals-how-write-website-rfp
· 4 Steps for Measuring ROI on Your Tech Project
http://www.nten.org/blog/2012/10/24/diy-nonprofit-technology-4-steps-for-measuring-roi-on-your-next-tech-project
· Back catalog of NTEN content - blog posts, webinars (many free to members) on various subjects: http://www.nten.org/events/past/webinar (use Search box in upper right of site to search by topic)

Phase 5: Plan Review

Have completed plan reviewed by tech team members. Consider asking board members and staff who are willing to review the plan. Incorporate any useful feedback.
General Tech Resources
· http://safaribooksonline.com  - For $10 a month you can get access to all the books in the O'Reilly Media catalog.  These are well-written and helpful books about technical and business subjects. Some public libraries offer this as part of their free service to local patrons. It's worth checking your local public library's web site. If they don't offer it, you can sign up yourself.
· GFC Learn Free - http://www.gcflearnfree.org
· Free Management Library - http://managementhelp.org/
· Idea Encore - https://www.ideaencore.com
· Nonprofit Webinars - http://nonprofitwebinars.com
· Advocacy  - Advocacy Unleashed is a new nonprofit resource for all things advocacy related
General Tech Plan Review Tips:
· Are the initiatives described thoroughly and aligned with your mission?
· Are the initiatives reasonable given your organization’s current human (staff, board, consultants, etc), financial, and technical resources? 
(Is the infrastructure ready to support the plan, or does that need to be developed first?)
· Does the plan include steps for research, planning, decision-making, as well as ongoing support and maintenance?
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