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Dear Member of the Health Care Reform Community:



Thank you for taking advantage of our Technical Assessment service.  U. S. Health Care Reform is dedicated to helping you tap into the power of electronic networking technologies in your work to protect patient’s rights.  Providing information about your communication needs and available equipment will help us make specific recommendations for improving the electronic communications infrastructure in your office or home.  U. S. Health Care Reform provides this service to all non-profit health care reform organizations (or individual activists).  This service is also used by foundations that are interested in providing technology grants to health care reform organizations.



There are five steps in the Technical Assessment process:



1.	Complete an Organizational Technology Assessment for your organization.  This document helps assess your overall communication needs, and quantifies the equipment and services shared by everyone in your office.  We use this document to design electronic communication solutions that meet your overall needs and available budget.  Please complete one form for each office in your organization.

2.	Complete a Workstation Assessment form for each computer in your organization.  This document focuses on specific information about your existing equipment (processor, memory, hard drive size, software, etc.), and is used to identify equipment that can be inexpensively upgraded or needs replacing.  Please complete one form for each computer in your organization.��For Windows 95/98/NT/2000 machines that have access to the Web, you can perform an automated online workstation assessment with Belarc Advisor, a free Web-based assessment tool, which is available at http://www.belarc.com/download.��Using Belarc Advisor is considerably quicker and more accurate than filling out our workstation assessment form by hand.  You can print the results for mailing or faxing back to us, or save the results and send the files to us via email.  See the instructions enclosed for more information on using Belarc Advisor to assess your workstations.

3.	When you have completed these forms, please return them by email, fax or “regular mail" to:



U. S. Health Care Reform�2619 East Hills Drive�Williamsport, PA  17701�Email:  s7ss@hotmail.com�Fax:  (570) 321-5407��



  

4.	When we receive your forms, one of our Program Managers will give you a call to discuss the details of the Assessment.  This conversation helps us to fill in any gaps that they forms may leave, but more importantly puts people behind the tools.

5.	Although we don't charge for this service, we request that your organization assist us in improving our methods by responding to requests for feedback.  Approximately two weeks after we send our completed recommendations, you will receive a short follow-up questionnaire asking for your help in evaluating this process and its effectiveness for your organization.  We appreciate your responses, and look forward to hearing from you.



Note:  The terms used within these forms are sometimes very technical and can be difficult to understand.  If you have any questions see the attached glossary, go to http://aol.pcwebopedia.com.



U. S. Heath Care Reform

Organizational

Technology Assessment Form





Organization:�______________________________________     Date:�______________________��Address:  �______________________________________   Phone:�______________________���______________________________________       Fax:�______________________��� ______________________________________     Web:�______________________��Assessment by:�_______________________________________  Email:�______________________��



Please complete this form once for your entire organization.  If your organization has more than one office, please include information from the "Shared Communication Resources" section for each office.



Organizational Background�What are your organizing goals? How is your organization structured? Who do you work with? ��



What are your primary issue goals?







What do you see as your primary issue challenges over the next two years?







What do you see as your primary organizational challenges over the next two years?





Organizational Structure

Do you have organizational and/or issue committees?

Issue/Committee�How many members�Do members live in the same area�Issue/Committee�How many members�Do members live in the same area�����������������������



Membership:

Membership Type�How many�How many have email��Individuals����Activists# Activists defined as those that you consistently call upon to act upon an issue.  These may be individuals you contact with action alerts or other appeals, or organizations that join you for news releases or sign-on letters.#����Organizations����



Staff:

Full time staff:��Interns:��Board:���Part time staff:��Volunteers: ��Other:���



Chapters and Offices:

Chapter or Office - location�Staff �Members�Chapter or Office�Staff�Members�����������������������



Does your organization have a staff member with specific responsibility for technology written into their job description? This could be a full- or part-time position.



  Yes      No   If yes, what is their name and email address ________________________________________



Does this person have the needed skills or access to appropriate training for your current technology work? How do they get trained?







Are there volunteers that you call on to assist with technology related issues or projects?           Yes      No   



If so, please identify them and briefly describe their relationship to your organization and the nature of their work (i.e. how long they've been working with you, how you met them, what kind of work they've done).



Volunteer�Description�����������



Frequency of Communication

How frequently does your organization communicate with each of these groups using the following communication channels?



Indicate frequency using this scale:

0=Never   1=Infrequently   2=Monthly   3=Weekly   4=Daily



�Conference Calls�Fax�Email�Web��Membership������Key Activists������Other Non-profits������Board of Directors������Volunteers������Elected Officials������Agencies������Media������Researchers/Scientists������Native Alaskans, Native Americans and/or First Nations������Foundations/Funders������Other: _____________________������





�When you communicate with other groups and individuals about your organization or your issues, what types of information do you usually share, and with what frequency?



Type of communication�Total Circulation �Electronic Circulation�(Email and/or Web)�Frequency per year��Newsletter�����“Action” alerts�����Meeting/event announcements�����Legislative or regulatory information�����News releases�����Technical data/Research findings/Issue Reports�����Fundraising Appeals�����Other (please specify): _____________�����Requests for organizational information�% submitted electronically �% responded to electronically ���



Based on this assessment, what are the primary strengths of your current communications mix?









What are the primary weaknesses?







Administration and�Program Management�What systems do you have in place? What systems need to be developed or improved? What resources are needed? ��



Please describe your organization's internal systems for administrative and programmatic needs for each area below.   If system is electronic, please include name and version of software. 



Area�Description�Do staff have needed skills?��Accounting�����Fundraising ����Marketing ����Work planning 

����Time management 

����Membership/contact info.����Other:

����Other:

����



Which systems have adequate technical support and documentation?  Which systems need improvement?





Based on this assessment, what are the primary strengths of your current administrative and program management systems?







What are the primary weaknesses?







Electronic Networking Activities�This section assesses your organization’s current electronic networking efforts.��

General

Has your organization formally developed a plan or strategy to enhance your use of electronic communications?  This could be a standalone document, or a section of your overall organizational plan.



  Yes      No



If yes, please outline briefly below, or on a separate page.













List up to five factors that represent barriers to your organization's ability to make better use of online communications in your work.  Examples include lack of equipment, lack of training, cost for Internet access and telephone costs, and other issues.



1.

2.

3.

4.

5.



Web site

Does your organization have a Web site?       Yes      No   



If so, what is your Web site’s address? _______________________________________

What service provider hosts your Web site? ______________________________



What do you see as the main purpose of your Web site?







What types of information are on your organization's Web site?  Please check all that apply.



��Delivery Format (i.e. pdf, mail order, online form, etc)�� �Newsletters��� �Action Alerts��� �Email List sign-up form��� �Fact sheets��� �Issue reports��� �Position Statements��� �Petition forms���q �Media information��� �Personal Stories��� �Complete contact information for your organization��� �About your staff ��� �Board information��� �Other staff meeting information��� �Fundraising appeal/membership sign-up��� �Photos��� �Maps��� �Databases��� �Audio and/or video��� �Merchandise catalog��� �Links to Other Conservation Web Sites���



How often do you update your organization's Web site?  _____________



How many staff members have the ability to update your organization's Web site? ________



What tools are used in maintaining your organization’s Web site?  (i.e. FrontPage, Fetch, etc.)





Approximately how many hits does your site receive per month? _____________

	How do you get your Web site statistics? __________________________

�Email lists



Name of list�Provider# The "provider" of an email list is the organization that hosts the list.  For example, U. S. Health Care Reform hosts lists for reform groups in the WWW.  Envirolink, Topica, Listbot and other Internet Service Providers also host email lists.  Generally, the name of the provider is the part of the list address that comes after the "@" symbol, as in s7ss@hotmail.com#�Type of list - broadcast or discussion # Broadcast lists allow one-to-many communication. The list owner is the only person who can send messages to a broadcast list.  A discussion list allows anyone on the list to post messages to the entire lists, and thus allows for a many-to-many conversation.

#�# of Subscribers�Avg. Messages per week�Date Started�������������������������������������



For each list, please describe the value of the list to your organization.  Please be as specific as possible.





List __________________________

Comments:

















List __________________________

Comments:







List __________________________

Comments:

















 List __________________________

Comments:











(Please continue on another sheet if you have more than four lists.)



Shared Communication Resources�This section assesses the communication resources currently shared by your entire organization.  In each section indicate the resources being used by your organization.��



How does your organization handle unanswered phone calls?



  Internal Voicemail �  External Voicemail�  Answering machine�  Slips of paper��

  Other (please describe)  ___________________________________________�����



Number of Phone Lines in Your Office

Voice: _______	  Fax: _______	Data (Internet access): _______



Are any of these lines used for multiple purposes (e.g. for both fax and data?)  If so, which ones?

_____________________________________________________________________________



Does your organization use any online fax services? If so please describe.

_____________________________________________________________________________



Network Resources

Does your office have a LAN (Local Area Network)? 	 Yes    No

What type of wiring do you have?

  LocalTalk wiring (Mac only)�  10Base-T Ethernet wiring (twisted-pair cable)��  10Base-2 Ethernet wiring (coaxial cable)�  Wireless��



What network hardware are you using?  (Please provide the exact brand and model of each device, and indicate the number of ports for any Ethernet hubs or switches.)

q	Ethernet Hubs/Switches:� __________________________________�  Router/firewall ____________________________��__________________________________�  Other (wireless?) __________________________��



What Network Operating System runs on your LAN? 

�  Macintosh (AppleTalk)�  Windows NT (version:  _____ )���  Microsoft Windows Networking�  Other:  		__	_��





File Management

Do staff share data files with each other?  If so, how?

q	Shared over network

q	Removable media (floppy, Zip disk, etc.)

q	Email Attachment

q	Other (please describe) _____________________________________________



Is there a dedicated space for organizational file storage?  If yes, is that space a…

q	File Server (please describe) _________________________________________

q	Shared folder on a workstation

q	Other ___________________________________________________________

�Backup

Does your LAN have a backup system (Zip drive, tape backup, etc.) for backing up key data on your network?  

 Yes    No 



What kind of backup hardware do you use (brand/model)?

_________________________________________________________________________



What kind of backup software (if any) do you use?  Please identify software and version.

______________________________________________________________



How frequently do you perform backups?

  Daily�  Weekly�  Monthly�  Other: ________________________��



Internet Services

Is your LAN connected to the Internet�? 	 Yes    No

If so, what kind of connection do you have? 

  Shared modem via 

  LAN modem/modem router (brand/model) ______________________________

  Microsoft Internet Connection Sharing (Win98/2000/ME) ___________________

  Other Internet Connection Sharing Software (version) _____________________

  Other (please describe) ______________________________________________��  ISDN  (type of ISDN modem?) __________________��  DSL (type of DSL modem?) ____________________��  Cable modem _______________________________��  Other:  _____________________________________��





If your organization has multiple accounts, for example with IGC and a local ISP, please provide this information for each account.



Internet Service Provider�Cost per month�Services�(e.g.Internet access, email, web hosting, etc.)������������������

Other Hardware

	

Printers�Brand/model�Type

(laser, dot-matrix, etc.)�Is this Printer Shared on the LAN? �����  Yes      No�����  Yes      No�����  Yes      No��



Are your printing needs being met?  If not, what are your needs?  (These can be things like speed, additional trays, large format, etc.)  __________________________________________________________________

______________________________________________________________________________________



Scanners�Brand/model��������Digital Cameras�Brand/model��������



Please describe any other computer hardware your organization owns.

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________



�

Budget Information�This information will help us to learn how much your organization currently spends (or intends to spend) on communications.  This helps to recommend tools appropriate to your organization’s budget.��



On average, how much does your organization spend per month on each of the following communications-related expenses.



Item�Amount��Long distance phone calls�$��Conference calls�$��Fax�$��Internet Access�$��Web site & email hosting�$��Postage�$��Overnight delivery�$��In-person meetings# Includes mileage, airfares, hotels & other travel expenses#�$��Printing (newsletters, etc.)�$��Communication Training�$��Other telecommunications�$��Total:�$��



What is the total annual budget of your organization?  _____________



Please detail any funding (foundation or otherwise) that your organization has received specifically for technology in the last two years. How much did you receive, and how was it spent?













Does your organization currently have funds budgeted for purchasing or upgrading your communication equipment.  These are funds that are available now or will definitely become available at some point in the near future.



 Yes    No	If Yes, what is the approximate amount?  		______



Is your organization currently soliciting funds specifically earmarked for technology?



 Yes    No	If Yes, what is the approximate amount?  		______



U. S. Heath Care Reform

Using Belarc Advisor to perform an automated Workstation Assessment





You can perform a quick, detailed assessment of any Windows machine that has Web access by using Belarc's "Belarc Advisor" software.  Here's how:



1)	On the machine you wish to assess, go to http://www.belarc.com/Download.html.

2)	The Belarc client should begin downloading automatically.  It is a 539kb download and should take no more than about 3 minutes on a 28.8 modem.  When it is finished, it will ask for permission to install itself, which you should permit.   If the Belarc client does not download automatically, follow the instructions to manually download the software.

3)	After you install, Belarc Advisor should run automatically, and launch a Web browser window.  Select the "Your Profile" link from the list at left, and Belarc Advisor will display your machine's profile.

4)	You can either print this profile if you're mailing or faxing your Tech Assessment forms to us, or save the profile as an HTML file and attach it to email message if you're submitting your assessment materials to us electronically. 



If you want to access your machine's profile after installing Belarc, find the "Belarc Advisor" item in your Start Menu's "Programs" folder.



Please note that Belarc Advisor does not support Macintoshes at this time.  Macintosh users must fill out the Workstation Assessment forms by hand.



Workstation Assessment Form

complete for each computer in your office



Staff member:							Email:

Organization:							Position/Title:

Address:								

City/State/ZIP:

Conducted by:							Phone:

Date:								Email:



Computer Information

1) Brand & Model:

_________________________________________________



2) Processor Type		Speed (MHz)

e.g. Pentium, 486, PowerPC  

_____________________	_____________________



3) Size of Hard Disk:		Free space on hard disk: 

_____________________	_____________________



4) Memory (RAM):

______________________



5) Does this computer have a CD-ROM drive :   Yes    No



6) Is this computer on a LAN :	  Yes     No



7) Does this computer have a modem attached to it? �  	  Yes    No

Brand/model: ______________________________

 Internal     External



 56 kbps�  33.6 kbps�  <33.6 kbps��



8) If this computer is connected to the Internet, who is the Internet Service Provider?

_________________________________________________



9) If there is any other hardware attached directly to this machine, please describe it:



Printer�Brand/model�(ex. HP LaserJet 5P)�Shared on LAN ������Scanner�Brand/model�(ex. HP ScanJet 3c)�������Backup drive�Brand/model�(ex. Iomega Zip drive)�������

�Software Used on this Computer

Note: Please be sure to indicate the version number of the software packages you are using; this information will help us determine whether your system needs upgraded software.



Operating System:

	Windows ME�	Windows 98�	Windows 95��	Windows 2000�   Windows NT�Version: _______��	Windows for Workgroups 3.1x�	Windows 3.x���	Mac OS ��Version:  _________��



Email Software

  Eudora Pro�Version:  __________��  Eudora Light�Version:  __________��  Microsoft Outlook�  97    98    2000��  Microsoft Outlook Express� 4.0   5.0��  Microsoft Internet Mail�Version:  __________��  AOL�Version:  __________��  Netscape Mail/Messenger�Version:  __________��  Other:  _______________�Version:  __________��



Web Browser:

  Netscape�Version:  	��  Microsoft Internet Explorer�Version:  	��  Other:  		�Version:  	��

Word Processor: 				�Version: ________

Spreadsheet:  				�Version: ________

Database:  				�Version: ________

Desktop Publishing:  				�Version: ________

Utility Software: 				�(ex. Norton AntiVirus, Norton Utilities, etc.)�Version:

Other Software (please specify)

						

						

						

						

						

Assessment Glossary

Some of the terms used in the assessment forms may be unfamiliar to you.  Following is a brief glossary of terms that will help you to complete your technical assessment quickly and accurately:

LAN (Local Area Network)

A group of computers connected for the purpose of sharing resources.  Computers on a LAN can exchange files with each other, and share common hardware, such as printers and modems. The computers on a local area network are typically joined by a single transmission cable and are located within a small area such as a single building or section of a building.  LANs can in turn be connected to other LANs, forming a WAN (Wide Area Network), or to the Internet.



If your machines are already connected by a LAN, there are three typical kinds of wiring that could connect them (two for PCs):



·	10Base-2 Ethernet:  10Base-2 Ethernet looks like coaxial television cable, and runs in a "daisy chain" from one machine directly to the next.  10Base-2 wiring has a characteristic "T" connector at the back of your machine that is usually easy to recognize.

·	10Base-T Ethernet:  10Base-T Ethernet looks like telephone wiring, and runs in a "star" topology from each machine back to a central "hub" which has a series of jacks on it that look like wide telephone jacks.

·	LocalTalk (Mac only):  LocalTalk wiring uses ordinary phone wire, and is characterized by a small plastic adapter box plugged into the back of your Mac.  The box typically has two phone jacks in it.  Like 10Base-2 Ethernet, LocalTalk wiring runs in a "daisy chain" from one machine (or printer) directly to the next.

Processor

The "brain" of your computer is a chip known as the CPU (Central Processor Unit).  The type and speed of this chip play a large part in determining your computer's performance.

·	Windows and DOS machines usually use Intel or AMD CPU, which are designated by a name like Pentium or K6, or by numbers (486, 386, and 286 are Intel's older chips, with the 486 being faster than the 386 which in turn is faster than the 286).  Each of these chips run at different speeds (often called the "clock speed"), which is measured in megahertz (MHz).  The higher the megahertz, the faster the clock speed.  Most Intel machines are listed with both the processor and it's clock speed, as in a "Pentium-200" machine, which is a Pentium processor running at a clock speed of 200 MHz.

·	Apple Macintosh machines use Motorola processor chips, which are referred to by numbers (68030, 68040, etc.) or by name (e.g. "Power PC 604" or "G3").  Each of these chip designations also have associated clock speeds, which are measured in MHz (as described above for Intel machines).



While clock speed is an important factor in performance, it is interesting to note that various processors of the same clock speed will perform differently.  For example, Pentium processors have been generally accepted as the top line PC processor, meaning that a Pentium-based machine would marginally outperform an identical Celeron machine.  And comparing Macintosh processors to PC’s is almost like apples to oranges.  They are fundamentally different beasts in relation to the rest of the computer infrastructure.

Memory

Imagine your computer as you and your office.  The CPU is you, actually doing the work.  Random Access Memory (RAM) is like your desk.  It determines how much information you can have in front of you at any one time and how many different tasks you can juggle at once.  Having adequate RAM is vital to your computer's performance, and it is easy and quite cheap to add more.  To find out how much memory is in your machine:



·	On Windows 95/98 machines, click on the "My Computer" icon with the right mouse button, and select "Properties."  Then select the "Performance" tab.

·	On Windows 3.x machines or machines running any version of DOS, first exit Windows completely to get to a DOS prompt (c:\>).  At the DOS prompt, type: MEM. The amount of memory in your computer.  You are interested in the total, which is the figure at the bottom of the first column.  

·	On Macintosh machines, choose "About Your Macintosh" from the Apple Menu.

Hard Drive

To continue the office space analogy, the hard drive is your computer's permanent storage space, much like a file cabinet.  The more hard drive space you have, the more information you can store.  As computer programs grow more and more powerful, they require more and more hard drive space.  To find out how big you hard drive is and how much free space remains:



·	On Windows 95/98 machines, open the Windows Explorer and click on your C: drive with the right mouse button.  Select "Properties" and a window will open displaying information about your hard drive.

·	On Windows 3.x machines, open the File Manager.  The hard drive size will be displayed in the lower left corner.

·	On Macintosh machines, look at the top of an open window in the Finder, where you'll see two numbers. Add the two numbers (which are the amount of space used and the amount free) to get the total size of your hard drive. 





Final Note:  As with a filing cabinet, retrieving documents from the hard drive takes longer than retrieving from memory.  So, having more memory (desk space) means fewer processor trips to the hard drive (filing cabinet), which means faster response times from your computer.



�  Your LAN is "connected to the Internet" if two or more machines on your network can simultaneously access the Internet over a single, shared Internet connection.  Multiple machines dialing in via multiple modems/phone lines does not qualify.
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