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 Housing
Think of your center staff &= an internal resource for your center. Like other resources, the center depends upon properly allocating staff to achieve
SUCCESE.
Introduction to the START Tool
Staé't ) {2 S FREecs Questions 1o keep in mind when thinking about staffing:
i\
® How many staff members wil your center need?
& Wl your center need administrstive and computer staff support as well 5 a center director?
® Would your center be ahle to use volunteers from volurteer agencies, schools, friends, or the community? Yolunteer services are important in-
kind cortributions.
A statfing plan is necessary to ensure adeguate staff resources — both psid and voluntesr. Use the chart below to list all employees and voluntesrs who
will be invalved in the certer operations
Planning for Center Dperations ¥
Organization and Management w Thig lizt will be used to identity the posttion of person responsible for specific activities that vou identity a3 essential to meeting the center's goals. You
Program Planning V] can add tothis list at any time during the START process
Marketing and Outreach ¥ To erter your staff list
Business Plan Reports
@ R d Evaluati & Select atitle for each staff posttion and type in the staff member's name.
BEEEEIE0S B | S0EUDEa D » Select "paid” or "voluntesr" for each staff person
d E-mail I If you are an existing center, enter your current staff.
If you are a neww center, enter the staff you will need to open and operate in the first year
Help an If you do not have names yet for each of the staff persons you intend to hire, you can input temporary names (such &s manager! and manager2) as
B placeholders.
el 1] Click to Add 5 Staff Member
v
< Y Other Unknown Praject Technician Faid 2
&) pare ® Internet

Purpose/Usage:
- The purpose of this screen is to allow the user to list staff members that support the center.

Description/Function:
- The user shall click on “Click to Add a Staff Member” which produces pop-up window.
- The user shall fill out information on pop-up, save and close.
- The user shall click on “NEXT” to advance to next screen.
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f Hi
A statfing plan is necessary to ensure adequate staff resources — both paid and volurteer. Use the chart below to list sll employess and voluntesrs who
will be invaolved in the certer operations

This list will be used to identity the position or person responsible for specific activities that you idertify as essential to meeting the center's goals. You
can add to this list st any time during the START process

To enter your staff list

#» Select s title for each staff position and type in the staff member's name
* ZSelect "paid" or "volunteer” for each staff person

It you are an existing center, enter your current staff.
g and Fundrai o d ' o

Planning for Center Dperations v It you are s newy center, enter the staff you will need to open and operate in the first year.
0 izati dM t v
rganization an anagemen If you do not have names yet for each of the staff persons you intend to hire, you can input temporary names (such as manager! and manager2) as
Program Planning ¥ placeholders.
Marketing and Dutreach ¥
Click to Add a Staff Member
Business Plan Reports

Assessment and Evaluation

Other Unknown Project Technician Paid
Other Unknown Project Coordinator Paid
Center Director Michael Downing Paid
Yolunteer Coordinator (5) Unknown Yolunteer Trainer Wolunteer
Yolunteer Coordinator (53 Unknown Yolunteer Technicians Yolunteer
Other Unknown Praject Instructor Paid

Qprevious  nexr O Done Help on "Done” Ml SAVE S prant

(A

0 Internet

See description above.
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Homes & center
Communities Prefile Who are you going to serve? Who is the “target market?” (check all that apply)
8] ep!

=part

sidents & prope!
[IResidents of th
Introduction to the START Tool Community residents

g the START Process [#] other |Disab\ed persons

Fl
‘What are the demographics of the property and the demographics of the neighborhood that will use the center?

“You may already hawe this data or have access to this information. click here to find out where you can look for this information.
The HUD Neighborhood Wetworks Coordinator can also be an important resource,

“fou can enter demographic information for both the center and the property. The next screen asks for dats about your
PROPERTY. After entering demographic information on the property, you can also enter demographic information on your center,
Budge! if different.

Planning for Center Operations ¥
Organization and Management v
Program Planning ¥

Marketing and Dutreach ¥
Business Plan Reports

Assessment and Evaluation

Qprevious  nexr @ Done Help on "Done” I SAVE S prant

0 Internet

Purpose/Usage:
- The purpose of this screen is to allow the user to determine the population that the center will serve.

Description/Function:
- Users will click in the check boxes to indicate who will be utilizing the center.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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What is the demographic makeup of the property and center? Answer the following questions. Fill in the numbers for each
category. Percentages calculate automatically.
Introduction to the START Tool

Starting the START Process Total nurmber of 243 Total nurmber of 108
Busine n Tirm g residents in households in
t property: property:

Total number of
units in property:

Mumber of Section § -

units in property:

Number of Section & units / Total number of units in property:  [{ag o0 o,

Budgeting and Fundraising Total numbar of 153 when were these
participants at the data collected? =
Planning for Center Operations ¥ center:
Organization and Management v Age * Property 0 + Center L™
Program Planning ¥ Nurnber of children (0 - 12 years old)  [gg 28.4 2 1.31
Marketing and Dutreach ¥ Murnber of youth {13 - 17 yvears ald) 36 14,81 100 65,36
Business Plan Reports Humber of adults (18 - 64 years old)  [127 52.26 41 26.8
Assessment and Evaluation Mumber of seniors (65 and older) 12 4.94 10 6.54
Total 244 10041 153 100
1d E-rnail F RacefEthnicity
Update Anj!em:an Iﬂdl.aﬂ ar Alaska Mative 75 30.66 35 24 .54
Asian or Pacific Islander 27 11.11 5 3.27
Help an B Black or African American 17 7 17 1111
nd all ; 7 Hispanic i} i) H 1.31
White 124 51,03 a3 60,75
Multicultural o il 1} o
v Total 243 100 155 | 101,31
< I v
@I B Internet

Purpose/Usage:
- The purpose of this screen is for users to record center user demographics.

Description/Function:
- Users will fill in the demographic information for the center users.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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f Hi Fernale 151 62,14 83 54.25
Male 32 13.17 70 45.75
Total 183 | 75.31 153 | 100
ESL -_Number of residents who need classes |0 |0 |D | |0 |
{English as Second Language}
Single-parent househaold - fermale head of |El ‘ |El ‘ |D | |El |
househald
Zingle-parent household - male head of household |D ‘ |D ‘ |D | |D |
Residents with disabilities
g and Fundraising Physical 3 123 0 l
Planning for Center Operations ¥ Mental 3 1.23 0 o
Organization and Management ¥ Other 1} a ] a
Program Planning ¥ Total 6 a7 0 [ .
Marketing and Dutreach ¥
Education level
Business Plan Reports Same high school 1
Assessment and Evaluation High school araduate or GED 0 0 0 0
Associate
Bachelor 0 0 0 0
Master o o il o
Up t Doctoral 0 0 0 0
Help on Total 0 1] [ il il 2 B
Computer literacy levels
Minimal 0 0 0 0
Average o o il o
Above average 0 0 0 0
Total o | 0 0 | 0 A
0 Internet

See description above.
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f H

Education level

Zome high school 0 0 0 0

High school graduate or GED 0 0 0 0

Associate

Bachelor 0 0 0 0

Master o o 0 o

Doctoral 0 0 0 0

Total 0 0 b 0 il ,

g and Fundraising Computer literacy levels
Planning for Center Operations ¥ Minimal o o 0 o
Organization and Management ¥ Average 1} a ] a
Program Planning ¥ Abowe average ] 1] 0 0
Marketing and Dutreach ¥ Total i [ 0 [
Business Plan Reports
_ Employment status

Assessment and Evaluation Employed full-tirme o 0 0 0

Emplayed part-time 0 0 0 0

Unemployed 0 0 0 0

Public assistance recipients 0 0 0 0

Total 0 o i 0 o *

* Required form or field
#*# Figlds with "**" may exceed 100% if a resident is counted in multiple categories,

Qprevious  next @ TIDone velpon"oone” W savE  Sppaur

|ES|

0 Internet

See description above.



Appendix B: Identify Residents’ Interests

File Edit Wiew Favorites Took Help =
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E:o!'nmunltles Gictle Identify Residents’ Interests

=part

Icertifying the interests of those who the center will serve is an important step. Your center
will succeed to the extert that it mests residents' interests and needs. Surveying the residents
Introduction to the START Tool i the best vway to determine their interests and needs.
g the START Process . o
Plan Ti - Click here for a sample Residents' Interest Survey form that can be printed and distributed to
the residents. Atter distributing the survey, collect it and tally the results. You will be asked to
enter the resutts of the Residents' Interest Survey inthe Program Planning section.

Infarmation on assessing residents' needs and interests
Conducting a survey

Preparing your residents for the survey

Scheduling interviews

Maintaining confidentiality

Collecting and reviewing completed survey

Determining the adeguacy of the response rate

Budge
Planning for Center Operations ¥

Organization and Management v
Program Planning ¥

Marketing and Dutreach ¥
Business Plan Reports

Assessment and Evaluation opREV[DuS NExTo =3
EREVIOUS MEAT PRINT

0 Internet

Purpose/Usage:
- The purpose of this screen is to provide information that will help in determining what types of services
would be most beneficial to the center users.

Description/Function:
- This screen will provide links to a .PDF document that describes how to conduct a Resident Interest
Survey.
- Users shall click “NEXT?” to proceed to the next screen.
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E RESIDENT SURVEY
Introduction||s The center’s goals are to provide programs that serve our residents. This survey will allow us fo
- better understand the residents and to better determine your interests. Thanl: vou in advance for
Starting the ((#8 taking the fime to complete this survey.

3| &

5 =

E —

5 | Job Skills Training Faployment

Job Readiness Traing

Job Ratention Services

Tob postine, search of placement services

Tntemet Access and Access to Local Services

“Fconomec Developmett

Teleconmuuring and Remose Job Access Training

Planning for ‘Children’s Education Programs (0-12 years)

Organizatior | ‘outh Scucsnon Programs (1317 years)

Adult Basic Education L

Program Pla "Enlish a5 2 Second Language (ESL) Programs
© Gl izh School i Cartificate Pros

Marketing ai T e s Thte Promes

Business Pla Family Ecucation PFrograns

Children's Acivines (0-12 years)

Assessment

~outh Actveties (13-17 yeas)
“Adult Acovies (18 64
Senior Services (85)
Childcare

[Teafl Tare
Personal financial mansgement counseling
Gther

Commerts

85x1lin

[14 4 1oft bl O O] [@)H H
OIntemet

Purpose/Usage:
- The purpose of this document is to give the user a hard copy in case he wanted to distribute it to his
residents to update.

Description/Function:
- This *.PDF document allows the user to be able to print out copies and distribute it to all of their
residents for submission.
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Homes & center
Communities Profile Expense Budgeting Worksheet *
8] ep!

eparur

The following worksheet will help you prepare a list of expenses. Hote that HUD requests a budget for start-up and 3 years of operation
(Year 1, Year 2, Year 3)

Introduction to the START Tool

Starting the START Process

ing and Fundraising Remember start-up expenses are either captal or one-time expenditures such as renovations to the space; purchase of office equipment, furniture, and
dai 7 furnizhings; and utity deposits &= required by dtilty companies, such as electric, hest, phone, etc.

The worksheet below outlines typical start-up costs and operating expenses.

Enter start-up or operating in the appropriate column.

Fund g - Miote: Erter salary expenses anly for staff postions that will be paid by the certer budget. You will still have to determing statf training expenzes for bath
. ~ paid and volunteer staff.
Planning for Center Dperations ¥

Organization and Management v To expedite your data ertry, please select the increaselidecrease estimate percertage from the drop down list. (defautt is 5%) Funcing
Program Planning » amount for esch fiscal year will be automatically calculated based on the funding of previous fiscal year and percentage selected.

Marketing and Outreach ¥
Business Plan Reports
Assessment and Evaluation § § § §

Center Staffing

hfichael Downing/Center

s [f12,500 | [$12,500 | [$30000 | [g30000 |

Updat: - Unknown Froject | ‘

Coordinator/Other |$U | ‘$1?DUU | |$1?UDU |

Help an 0 Unknown Prajest | ‘ | | ‘ | | |
InstructoOither

Unknawn Proje ot | ‘ | | ‘ | | |
Technician/Dther

Unknovn Wolunteer
Te ohnisianshvolunteer [$7,200 | [7,200 ] $7,344 | [§7.400 |
Coordinater (3)

Unknawn s lurdeer
Trainer Aoluntzer [ | [ | [ | [ |
Cordinator (51

Purpose/Usage:
- The purpose of this screen is to help centers prepare a list of expenses to determine budget needs.

Description/Function:
- Users will enter dollar amounts for appropriate categories in the “Startup” column.
- The system will automatically fill in amounts for the following years based on the rate of inflation the
user selects from the drop-down list.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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Homes & Center
COIT'I m unities Profile Unknoven Yalunteer | ‘ | | ‘ | | | .’
FH

Trainer Afolunteer
Coordinater (31

Staff training [ | [ | ‘ | | |

Introduction to the START Tool
Starting the START Process

Subtotal [$13,700 | [$19,700 | [$54,344 | [¢54,4e0 |

Budge; g and Fundraising Space Heeds and Utilization
B 7

Rent [$8,400 | [$8,400 | [$8,400 | [$8,400 |

Heat, vertilation, air
N [$600 | [$600 | [$600 | |$600 |

Partition walls | ‘ | | ‘ | | |

Planning for Center Dperations ¥

Organization and Management ¥ Installtion of closstsisecurs |$3,DUU ‘ | | ‘ | | |
space

Program Planning ¥
Marketing and Outreach ¥ Expansion of power capacity | ‘ | | ‘ | | |

Business Plan Reports Installstion of electrical | ‘ | | ‘ | | |
outlets

Installation of overhead lights | ‘ | | ‘ | | |

Assessment and Evaluation

8 2 I 1 I 1 r 1 I bs

Cther |$6DU ‘ |$U | ‘$U | |$U |

Subtotal [$12,600 | [2,000 ] [$2,000 | [go,000 ]

Security

Deacholts, locks for [ | [ | [ | | |
arindoees

| |Locks and cables to secure | ‘ | | ‘ | | |
equipment to tables

Lacks to securing filing | ‘ | | ‘ | | |
cabinets

w Locks to secure closets | ‘ | | ‘ | | |

Erwranineg ran o idardifu

@ Done B Internet

See description above.
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~ Ex we Est: ighborhiood Netw mmunity Certer  Fv: 2008

Homes & Center [

Com m unities profile Locks to secure closets | ‘ | | ‘ | | | &
2 Engraving pen to iderify | ‘ | | ‘ | | |
equipment
Introduction to the START Tool Alarm system [ | [ | \ | | |
Starting the START Process Instalition of sarm system | | [ | [ | [ |
Budgeting and Fundraising
Budaeting Security cameras [ | [ | [ | [ |
Installation of securty | ‘ | | ‘ | | |
cameras
Security guard | ‘ | | ‘ | | |
Planning for Center Dperations ¥ other
Organization and Management L l:l |$6DD ‘ |$D | ‘W | |$U |
ing v
Prnqrau_-n Planning Subtotal |$E.DD ‘ |$D | ‘350 | |$D |
Marketing and Outreach ¥ L3
Business Plan Reports Equipment & Hardware
Assessment and Evaluation Camputers (including monitor, |$9,DDD ‘ | | ‘$6,DDD | |$3,DDD |
keyhoard, and mouse). Refer
back to the computer
X calculations you did eatlier.
nd E-mail Printer | ‘ | | ‘ | | |
Update Start Fi Modem | ‘ | | [ | [ |
Help on Compter cable [ | [ | [ | [ |
Expand all Computer wires | ‘ | | ‘ | | |
| [Extension cards [ | [ | [ | [ |
Surge protectors | ‘ | | ‘ | | |
= Metwork wiringhubs [$1,100 | [ | [ | [ |
3 > ~ Router [ | [ | [ | [ | b
@ Done B Internet

See description above.
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Homes & Center |8
Communities Pronic (MR -
2 Adoitional vestranties |$l,DUU ‘ |$U | ‘ $0 | | $0 |
Service cortract | ‘ | | ‘ | | |
Introduction to the START Tool
Starting the START Process pictwvortdng hardware [s2,000 | | | ‘ | | |
But‘égejti!'lfg an:] Fundraising Telephones |$6DD ‘ |$600 | ‘%DD | |$600 |
Telephone installation |$130 ‘ | | ‘ | | |
Photocopier | ‘ | | ‘ | | |
Planning for Center Dperations ¥ frecc machine | ‘ | | ‘ | | |
Organization and Management » Cther. |$2,DUU ‘ | | ‘$4UD | | |
Program Planning ¥
Marketing and Outreach ¥ Subtotal |$16J83E| ‘ |$6EID | ‘$?,UDU | |$3,6EID |
Business Plan Reports
Assessment and Evaluation Standard Software Programs
Word-processing | ‘ | | ‘ | | |
N Spreadshests | ‘ | | ‘ | | | B
. [ | [ | | | [ |
Update Start Fi
Databases | ‘ | | ‘ | | |
Help on Ari-virus program | ‘ | | ‘ | | |
Expand All hetworking operating | ‘ | | ‘ | | |
— [etner 5160 | | | \ | | |
Subtotal [s5,060 | [50 | 30 | [s0 |
*! [Furniture
15 2 v ; ‘ ; : ‘ : i : A
@ Done B Internet

See description above.
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= -~ Ex ve Est ighborhood Netw mmunity Certer  Fr: 200¢
Homes & Center [
Communities FPrefile Furniture
2 Computer tables | ‘ | | ‘ | | |
Sign-in table | ‘ | | ‘ | | |
Introduction to the START Tool
Starting the START Process [Work tekles, desk | | | | ‘ | | |
Budgeting and Fundraising Chaits for desks, computers, |$1‘500 ‘ | | ‘ | | |
Budget tables
ot | \ | | \ | | |
Bulietin boards | ‘ | | ‘ | | |
Planning for Center Dperations ¥ Coat racks | ‘ | | ‘ | | |
Drganization and Management v Fillng cabinets | ‘ | | ‘ | | |
Program Planning ¥ -
Marketing and Outreach ¥ pei-static floar covering | ‘ | | ‘ | | |
Business Plan Reports Carpet | ‘ | | ‘ | | |
Assessment and Evaluation [Certer siogn | ‘ | | ‘$IDD | | |
(ther [#as0 | | | \ | | |
nd E-mail
U SR Subtatal [f2,350 | [0 | (5100 | [50 |
el & Program Costs and Materials
Adult education | ‘ | | ‘ $z00 | | $z00 |
Expand all ¢
Aterschool activities | ‘ | | ‘ | | |
— ok training | ‘ | | ‘ | | |
Services for seniors | ‘ | | ‘ $200 | | $200 |
o [otner. [ | [ | [$100 | [$100 |
@ Done B Internet

See description above.



Appendix B: Expense Budgeting Worksheet (Continued)

File Edit Wiew Favorites Took Help =

eBack - \ﬂ @ 7h /_\’ Search '*f:_(FavUrites E‘} (A

Homes & center
Communities Profile
byl

e Subtotal [$5,180 | [$100 | (4500 | [$500 |

Introduction to the START Tool Office Supplies
Starting the START Pracess Paner [ | [$e00 | [$600 | [$500 |

Budgeting and Fundraising Penz, pencilz, crayons, | ‘ | | ‘ | | |
Budget) markers

Prirter toner | ‘ | | ‘MDD | |$100 |
| First aic it | | | | [ | | |
Planning for Center Dperations ¥ S0a0 | ‘ | | ‘ | | |
Drganization and Management v Paper towels | ‘ | | ‘ | | |
Program Planning ¥
Marketing and Outreach ¥ Cther [s1,500 | [s1,500 | 1500 | ls1500 |
Business Plan Reports
Assessment and Evaluation Subtotal [s1,500 ] [s2,100 ] [$2,200 | [s2,200 ]
Other Expenses
[travel | [$1,000 | [$1,000 | [$1,020 | [$1,040 |
[1nternet car] [$200 | [§200 | [$200 | [$200 |
[Bensfits/zal| [ | [$0 | [$6,110 | [ge,220 |
Subtotal [sr200 | [s1.200 | (57200 | [s7.350 |
TOTAL [$65,020 | [$32,700 | [$a0,a74 | [§77,690 |

* Required form or field

Qoprevious  nex1 O Done Help on "Done” Il SAVE = prany -

£

0 Internet

See description above.
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ags ;
mmunities Profile
f i Sources - Revenue

‘What type of federal funding is used by the property?

W

Introduction to the START Tool Section &
= D FHA& Insured

Starting the START Process

[ other | |

Project funcs from HUD S S § §

* Residual receipts sccount |$0 | | | |$D | | |

Planning for Center Operations ¥ # Funds borrowed from the Reserve for |$D | | | |$D | | |

Organization and Management » Replacement Account

Program Planning ¥

Marketing and Outreach ¥ ¢ Excessincome |$D | | | |$D | | |
Business Plan Reports -
Assessment and Evaluation ¢ Rentincreass |$U | | | |$D | | |
* Request for special rent adjustment [0 | [$0 | [40 | m |
* Owner's souity [$a | m | [$0 | [$0 |
Help on N iz Subtotal of Project Funds from HUD [s0 | m | [50 | [$0 |
Expand all Collaps (Cther HUD Funcing |$U | | | |$D | | |
Subtotal of HUD funds [s0 | [$0 | [$0 | [$0 |
Cther government grants (state, local, federal) |$9JUUU | |$U | |$31,715 | |$3c|,c|2c| |
Faundation grants m | [$a | [$a1,715 | [$30,020 |
Private donations
< @ [s0 | s0 | 50 | [$0 | a
@I Done B Internet

2§ httpiJfinshhan 3 LI (e |8

Purpose/Usage:
- The purpose of this screen is to establish amounts of funding that is available to the center, and to help
uncover deficits.

Description/Function:
- Users will input amounts of funding that will be contributed from various sources.
- The source of funding will be indicated at the top of the screen via check boxes.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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Cents :
Com m unities Ps:fiT; Cther HUD Funding ’$D—|

e fH Subtotal of HUD funds [s0 | [s0 | [s0 | [50 |
Cther government grants (state, local, federal) |$9,DDD | |$0 | |$31,715 | |$3U,020 |
Introduction to the START Tool :
Starting the START Pracess froundation grante |50 | |50 | 31,715 | [s30,020 |
Private donations |$0 | |$0 | |$D | |$D |
Corporate contributions |$SD,6QD | |$12,6DD | |$6,QDD | |$6JQDD |
Fundraizing everts (for example: annusl events,

Fund auctions, drawingsiraffles) | $0 | |$U | |$U | |$D |
ELDINP RO YRR | User fees (membership fees, class fess, public 49 | [$1,000 | [$1,500 | [$1,500 |
Drganization and Management v access fees) -

Program Planning ¥ Business development profits |$D | |$U | |$D | |$D |
Marketing and Outreach ¥ In-kind donstions |$25,43E| | |$19,IDU | |$9,144 | |$9J2E|D |
Business Plan Reports ) Cther |$D | |$D | |$D | |$D |
Assessment and Evaluation
Subtotal of All Other Funding Sources |$65,1ZD | |$32,7DD | |$BD,9?4 | |$??,640 |
Total estimated revenue funds (sources) |$65,12E| | |$32,7DU | |$BU,974 | |$77,64U |
Total budget expenses (uses) $65,120 $32,700 $80,974 $77,640
Deficit or Surplus |$D | |$D | |$D | |$D |

Mote: If you have a defict you may want to look carefully st your itemized expenses and think about sdditionsl tems thet can be donsted.

* Required form or field

Qprevious  next @ TIDone velpon"oone” W savE  Sppaur

|ES|

0 Internet

See description above.



Appendix B: Fundraising Goals
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Center
Fraiila Fundraising Goals

In this section, you will establish goals, activities, and outcomes for your fundraising.
Try to zet gosls that you can measure

Introduction to the START Tool

Starting the START Process Click to Add Goal

Goal: Future funding will be derived through grant tions from local residents, busi and ch

Qorevious et © Done Help on "Done”  [Hl SAVE S priny

Planning for Center Dperations ¥
Drganization and Management v
Program Planning ¥

Marketing and Outreach ¥

Business Plan Reports

Assessment and Evaluation

0 Internet

Purpose/Usage:
- The purpose of this screen is to encourage the user to establish goals, outcomes and activities related to

fundraising.
- This screen represents the last part of data capturing necessary to complete the business plan.

Description/Function:
- Users will click on the “Click to Add Goal” link to access a pop-up screen allowing them to add

information about goals related to fundraising.
- The user shall click on the “SAVE” button to save entry.



Appendix B: Fundraising Goals (Continued)

Homes & center
Communities Profile

. Depart
Urban Develo,

Introduction to the START Tool
Starting the START Process

Budgeting and Fundraising
Budgeting +*

Planning for Center Dperations ¥
Drganization and Management v
Program Planning ¥

Marketing and Outreach ¥
Business Plan Reports

Assessment and Evaluation

nd E-mail

Upda

Help on

tons.

Goal Apply To O Ongoing & Year 1
Name: Crvear? O Year3
Activity: Start Date:
End Date:
Person Resy ibl
Activity: Start Date:
End Date:
Person Resy ibl
Activity: Start Date:
End Date:
Person Resy ihl ‘Michae\ Downing/Center Director
Outcome Outcome Progress:
Name:
< ' L
@ B Internet

0 Internet

Purpose/Usage:

Enter goals and timelines to support successful goal completion.

Description/Function:

This is the “pop up” box that appears for the user to enter goal information.



Appendix B: Space Requirements
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Homes & center a
Communities Profile Space Requirements

~ Ex we Est: ighborhiood Netw mmunity Certer  Fv: 2008

wWhere will these programs be offered ? Where will the center be located ?
. The space should be accessible to your residents and community. Ideally, the center should be located on the premises of the housing
Introduction to the START Tool development. If this is not possible, the space should be essily sccessible by public transportation.

Starting the START Process
Budgeting and Fundraising In developing your center, consider:
g for Center Operations w * Location
Rent

Ratios of computers to souare feet

Hesting, vertilstion, and air condtioning

ADA requirements

Describe the physical infrastructure and location of the center. (For example, is the center located in commurity space, in an off-
Organization and Management ¥ line unit, iz retrofitting of space required?)

Program Planning ¥ The center is located in the office ~
Marketing and Outreach v building for Executive Estates and the
laundry facilities. It is centrally
located within the complex and easily
Assessment and Evaluation accessikle to residents. The room v

Business Plan Reports

nd E-mail What ie needed to make this epace work? Is construction or renovation required? If so, enter the estimated start and
! na = end dates below.
Update Start Fi
Help an Construction or renovation of the facility
Expand All se All Ref Other?
If 50,
explain

v Ooprevious nexr @ FlDone vebonwone” W gavE  Sprma

@ B Internet

Purpose/Usage:

- The purpose of this screen is to collect information on the physical infrastructure of the center, as well as
gather dates for activities required to “make the space work”.

Description/Function:
- Users will enter a description of the center’s physical infrastructure in the text box.

- Users will also have the opportunity to schedule dates, via a pop-up calendar, for physical modifications
needed.

- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT?” button to move to next screen.



Appendix B: Equipping Your Center
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munity Certer  Fr: 20
Homes & center
Communities Prefile Equipping Your Center *

5. Dapar
and Ui
= A major component of a new center is the computer equipment. Equipment can be purchased, leased, or donated.

Introduction to the START Tool

neroduction to the oo A worksheet has been provided to help identify and budget equipment needs, You will first need to answer a few questions about
Starting the START Process equipment you need and equipment you have.

Budgeting and Fundraising

Planning for Center Opera Haw ruch space do you have for computers and the users? Please enter the amount in square feet.

How many computers can your center support? Each computer needs approximately 20 square feet, According to the sguare
feet you entered, your space can support apprnx\matelycnmputers.

How many computers will you need for your program? l:l
Program Planning ¥

Marketing and Outreach ¥ How many cormputers do you have?

Business Plan Reports
Assessment and Evaluation What iz the minimurm number of computers required for startup?

When you determine how much you need, consider how many residents you expect to serve. Also consider the peak use of your
- . center, If you will have up to 30 residents in your center at one time, you will need to provide enough machines to pravide
send E-mai service to them.

Describe your plan for obtaining additional computers and equipment.

Purchase new computer sguipment or -~
upgrade the current computers in the
center through additional memory (RAM

and new software). Software and

operating systems can be obtained -

Consider the following activities and estimate when you will be able to accomplish them.

og - = =
< > Obtain Internet connection {rmandatory) * ”‘ 2

@1 Done B Internet

Purpose/Usage:
- The purpose of this screen is to assist the user in determining equipment needs for the center.

Description/Function:

- The user will enter the square footage of the center in the first text box and the number of computers that
the center can support (based on 20 sq. ft./computer) will be automatically calculated in the second text
box.

- The remaining text boxes will gather information on computers needed, computers available and the
plan for acquiring additional resources.

- The bottom section of the screen will provide pop-up calendars to assist the center in scheduling the
obtaining and testing of new equipment, as well as implementation of a security plan (presence of which
will be indicated by a radio button).

- The user shall click on the “SAVE” button to save entry.

- The user shall click on “NEXT” button to move to next screen.



Appendix B: Equipping Your Center (Continued)

A http:/fnshhg05w. hud.gov/NN/start. nsf/bizplan?OpenForm@PageUniquelD=6DBECDDEC8274D1 985257005005 rosoft Internet Explorer J
File Edit Wiew Favorites Took Help =
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Center
Communities Profile How many computers do you have?
f Hi
Urban Den
= What is the minimum number of computers required for startup?

Introduction to the START Tool X X X
5 = . When you determine haow much you need, consider how many residents you expect to serve, Also consider the peak use of your
Starting the START Process center, If you will have up to 30 residents in your center at one time, you will need to provide enough machines to provide
Budgeting and Fundraising service to them.

g for Center Dperations ¥ . L " .

e Describe vour plan for obtaining additional cornputers and equipment.

Purchase new computer egquipment or Lol
upgrade the current computers in the
center through additional memory (RAM =

and new software). Software and
Organization and Management ¥ operating systems can be obtained b
Program Planning ¥
Marketing and Dutreach ¥ Consider the following activities and estimate when you will be able to accomplish them.

Business Plan Reports

femmearE ol Eos el Obtain Internet connection {mandatory) 08/02/20
Obtain equipment 03/02/20
Test equipment ag/02/20

Do you have a security plan? @ ves O ho
If not, when will you begin drafting & security plan?

When will a security be in place?

* Required form or field

Qprevious  nexr O Done Help on "Done” Il SAVE PRINT

(A

0 Internet

See description above.



Appendix B: Accessibility Plan
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Center

Fraiila Aceessibility Plan

Do you have a plan to ensure access for persons with disabilities 2 O Yes @ Ho
Introduction to the START Tool
starting the START Process When wil the center be accessible to people with

Budgeting and Fundraising disabilties?
Click here to read about ADA reguirements

If mat, wehen will you draft an accessibilty plan?

Planning for Center Dper.
Planning

Describe your plan to provide access to your center, equipment, and programs to persons with dizabilties. Indicate elements of an accessibiity plan.
These may include wheelchalr access, voice recognition softyare locating most services on lower floors, etc.

Drganization and Management v
Program Planning ¥
Marketing and Outreach ¥

Business Plan Reports

Assessment and Evaluation

Qoprevious  nex1 O Done Help on "Done” Il SAVE = prany

0 Internet

Purpose/Usage:

The purpose of this screen is to encourage the user to consider users with disabilities when planning the
center.

Description/Function:

The user will indicate if a plan to accommodate center users with disabilities is in place via radio
buttons.

The user will enter dates relating to accessibility in the first two boxes with help of a pop-up calendar,
which is accessed by clicking on the icon to the right of the text box.

Pop-up containing information, which pertains to ADA requirements, will be accessed by clicking on
“Click here”.

A third text box will allow users to enter the details of their accessibility plan.

The user shall click on the “SAVE?” button to save entry.

The user shall click on “NEXT” button to move to next screen.



Appendix B: Center Operations Timeline
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Center

Profile Center Operations Timeline *

Let's review the activities you need to do to get the center physically ready. Fill in the date blank at the bottom.

Introduction to the START Tool

Starting the START Process Obtain Internet connection 08/02/2004 08/02/2004
Budgeting and Fundraising Obtain equipment 08/02/2004 08/02/2004
Test equipment 08/02/2004 03/02/2004
Security plan drafted and security in place 08/02/2004
Accessibility plan drafted and center will be accessible to people with disability 0s8/02/2004

Staffing of center {hired and trained)

os/nz/z0 [

Organization and Management » Grand opening of the center 08/12/20
Program Planning ¥ Training program and classes begin 10/04/20 [+ |10/04/20 [+

Marketing and Outreach ¥

Business Plan Reports

Assessment and Evaluation

* Required form or field

Qerevious  wext @ Done Help on "Done” 0 5AvE  Sppor

0 Internet

Purpose/Usage:

- The purpose of this screen is to establish a schedule for required tasks to get the center ready for
operation.

Description/Function:
- The system will automatically populate dates for the first four items in this list if they were entered in
subsequent pages. If the dates are not entered, the corresponding fields will be blank.
- A pop-up window, accessed by clicking the icon to the right of the text box will assist users in
establishing dates for the remaining items in the list.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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~ uti ve ighl ood Hetw unit

Homes & Center

C iti Profile L
ommunities Management Timeline
. Depart
Urban Develo,
Do you have a residents” committee ? O Yes @ Mo O R
Introduction to the START Tool
starting the START Process Hrc,wehen do you plantc creste cre? |
Budgeti d Fundraisi A residents' committes is made up of members in the community who both ive at the property and will participste in the center. Their role is important
ucactnaian T RTEE) hecauze their perspectives sz the uzers of the center are valushle in making sure that the center st the property meets the needs of the residents. The
Planning for Center Dperations v residents committes meets to offer opinions and advice on the programs the center offers. The residents committee can propose ideas to the center
directar for review snd consideration. Residents can vote on some center issuess
i i 2
Program Planning o Do you have an advisory board or a board of directors? O Yes @No ONFA
i i 7 01709720
Marketing and Outreach o It not, wehen wil the bosrd be established?
Business Plan Reports Biylavws are rules that govern the internal operations of & group of committes.
Assessment and Evaluation Daes your organization have bylaws? O ves o & Nis
It nat, wehen will the bylaws be adopted? :l
If your center i a 501(c)(3) oerganization you will be able to fundraise more easily. Does your center currently have a 501(c)(3)? O Yes
Cie @i
If mit, wehen do you plan to apply for one? l:l
Accounting Infrastructure
Do you have an accounting system to track money received and money spent?
@ves Ono Ona
If mt, wehen o you propose to have & system in place? l:l
-
< > w

@ B Internet

Purpose/Usage:
- The purpose of this screen is to help establish a timeline for overall center management tasks.

Description/Function:
- Users shall indicate their answers to the questions on the screen via radio buttons.
- Pop-up windows with calendar information to assist in choosing dates will be accessed by clicking the
icon to the right of the text boxes.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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— E‘Ent_er
Communities Profile
f H

Urban Den

Introduction to the START Tool
Starting the START Process If your center is a 501(c)(3) organization you will be able to fundraise more easily. Does your center currently have a 501(c)(3)? Oves
Budgeting and Fundraising Ona @,

HET g for Center Operations v If miot, wwhen do you plan to apply for one? l:l

nization and Management w

Accounting Infrastructure
Do you have an accounting system to track money received and money spent?

Program Plannlng\f @Yes ONO ONIA
Marketing and Outreach ¥

i 7
Business Plan Reports It not, wwhen do you propose to have a system in place? I:l

Assessment and Evaluation
Personnel Policies and Procedures
nd E-mail I Does your organization:
e 3 Offer employes benefits? Oves @ro Onia If no, target dte:

Help an Have & personnel manual? O Yes @No ONFA If no, target date: l:l

Hawve staft training plan? Dives @ro Onira If o, target date:
Have & staff evaluation plan? Oives ®na Onra If no, target date:

nd all

Horne *# Dates are only stored if answer is "Ma"

Qprevious  nexr O Done Help on "Done” Il SAVE PRINT

(A

0 Internet

See description above.
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File Edit Wiew Favorites Took Help :f'

. ~ A ;
eBack A > \ﬂ @ ,l\l 7 ) Search ‘i:/ Favorites é‘) <]~ u'_{

Homes &. = Center : — ,.
Communities Profile Organizational Goals
FH

In this section, you will establish goals, activities, and outcomes for your organizational development. Try to set goals that you can measure.

Introduction to the START Tool
Click to Add Goal

Goal: Improve computer literacy of the residents of the comples: and the Fairbanks community at larqe
Budgeting and Fundraising Activities

Starting the START Process

Planning for Center Operations ¥

Organization and Management ¥ Provide computer access through computer lab

Provide qualifying individuals with computers
through the computer loan program

Program Planning ¥ Coordinate with the Literacy Council of Alaska to

Marketi d Out h v ESSI?t.Ind\VIdLIaE seek\r!g their GED aor
arketing an utreac participating in the English as a second language

Business Plan Reports Frogram.

Assessment and Evaluation Outcome

Based on historical data 25 computers have been given out in 2004 It is probable that 50 -100 computers per year could be disse

Goal: Improve computer literacy of the residents of the complex and the Fairbanks community at large

Activities Start date End date Person responsible
Provide cormputer access through computer lab 01/01/2005 12/31/2010 ngl‘;stzeruwmng/Centar
Provide qualifying individuals with computers Michael Downing/Center
through the computer loan program 01/01/2005 12/31/2010 Director
Coordinate with the Literacy Council of Alaska to
assist individuals seeking their GED or Michael Downing/Center
participating in the English as a second language 08/31/2005 12/31/2010 Director
Pragrarm.
Outcome Outcome progress
Increased use of the lab by individuals. Outeames will be tracked and measured by
data from sign-in sheets,
¥ Goal: Imorove iob shills of residents >,
>
0 Internet

Purpose/Usage:
- The purpose of this screen is to allow the user to enter goals for their organization.

Description/Function:
- Users will click on “Click to Add Goal” to access the pop-up utility allowing them to add organizational
goals to their business plan.
- The user shall click on the “SAVE” button to save entry.
- The user shall click on “NEXT” button to move to next screen.
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Center n o0

Communities FPrefile and the interne ’ Direct: ™

f H f - Michae
Make on-line job search and application
Urban Den information available 01/01/2005 12/31/2010 Dawnil
Directo
Introduction to the START Tool Coordinate with Access alaska to train their clients Michae
5 = . and provide appropriate software and hardware 11/30/2005 12/31/2010 Downil
Starting the START Process applications. Directe
Budgeting and Fundraising Outcome Outcome progress
Planning for Center Operations ¥ Sign-in sheets and
n - dm v class evaluations will
rganization and Managemen i
20 individuals complete series of classes successfully andfor log in lab use for on-line job search. provide data far
tracking use of the lab
and student
participation.
Program Planning v Goal: Improve job skills of residents
Marketing and Outreach ¥ Activities s
= Provide classes in basic computer uses, such as:
Business Plan Reports keyboarding, Windows, Computer Applications o1
Assessment and Evaluation and the internet
Make on-line job search and application 0
information available
nd E-mail & Coordinate with Access Alaska to train their clisnts
and provide appropriate software and hardware 11
Up ¢ applications.
Outcome o
Help on 5i
cl

nd Al Increase class participation by 15% by offering classes at different times and places more convenient to prospective students, frr

ar
pe

Home

— Ooprevious  nexr @ FlDone velbonwone” W gavE  Sprma

|~
~

0 Internet

See description above.
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lei b erter
Homes & center
COI‘I'I m un'tles Erofile Management and Governance

FH

It i importart to have management and governance systems to support your center. In order for your certer to be & successful, there must be good

Introduction to the START Tool planning. You will be asked some questions about your organization and how it is managed.

Starting the START Process
~ . Management infrastructure. Describe your management team. (for example, the supervisory roles of the managers snd the reporting structure).

Budgeting and Fundraising Mare specifically, how is your certer run? Who is responsible for what tasks? How are the responsibilties divided up among supervisors, and how do

Planning for Center Operations v [EEIEIERDERRRG e EY g ey

Drganization and Management w Currently, Mike Downing, and Diane Roe
manage the center.

Program Planning ¥
Marketing and Outreach ¥

. Governance structure. Whast groups are involved in providing input and oversesing the center's activities? (for example, board of directors,
Business Plan Reports

residents' groups, an advisory commnittee, etc.) The number of persons involved depends on the needs of your center. Consider having people from
diverse groups (residents, business, professionals, and the educational community) advise you in your planning.

Once there is sufficient funding to ~
estalklish the Center there will be an
advisory cowmittee with the following
members: Residents of the complex,
commnity wexkbers, representatives b

Assessment and Evaluation

Qrrevious  next © Dane telp on "bone [ SAVE = prinT

0 Internet

Purpose/Usage:

- The purpose of this screen is to capture information on the management infrastructure and governance
of the center.

Description/Usage:
- Users will utilize the provided text boxes to enter descriptions of the management infrastructure and
governance policies of their center.
- The user shall click on the “SAVE” button to save entry.
The user shall click on “NEXT” button to move to next screen.



