The Bothin Foundation

INFORMATION TECHNOLOGY REQUEST QUESTIONNAIRE
Date:
Agency Name:
Contact Name, Title, Telephone, Email:
The Request
Please briefly describe your information technology (IT) request in one sentence.  
Planning
1. Does your organization have a current IT plan?  If yes, please attach a copy.  If the plan addresses questions below, please note “See plan.”  
2. What resources – such as consultants, guidebooks, websites – did your organization access in developing the technology plan?
Staffing
3. Who manages your organization’s information technology (e.g., staff member, IT manager, and/or consultant)?  Is your IT system adequately staffed?  If not, how do you plan to staff your requested IT?
4. Does your organization have experience in identifying and managing consultants, for IT or for other purposes?  If so, please describe your experience briefly.  
Request
5. Please describe the problem the request is intended to address.  Be sure to note how the deficiency affects the organization’s ability to achieve its goals and mission.
6. Describe the proposed solution.  Include the IT proposed, how it will address the problem, who will install the IT, how it will be maintained, and the costs.    
Replacements
7. How does your organization fund the replacement of outdated or nonfunctioning IT?  For example, does your organization have an IT or more general “replacement reserve” line item in the operating budget?  Do you depreciate IT?  
Re-using and Recycling

8. Please note your plans for re-using and recycling IT equipment.

