Appendix B: Staffing Resources
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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.

Appendix B: Staffing Resources (Continued)
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See description above.

Appendix B: Who Are You Going to Serve?
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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.

Appendix B: Property/Center – Demographic Reporting Tool
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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.

Appendix B: Property/Center – Demographic Reporting Tool (Continued)
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See description above.

Appendix B: Property/Center – Demographic Reporting Tool (Continued)
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See description above.

Appendix B: Identify Residents’ Interests
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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.

Appendix B: Identify Residents’ Interests 
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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.

Appendix B: Expense Budgeting Worksheet
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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.
Appendix B: Expense Budgeting Worksheet (Continued)
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See description above.

Appendix B: Expense Budgeting Worksheet (Continued)
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See description above.

Appendix B: Expense Budgeting Worksheet (Continued)
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See description above.

Appendix B: Expense Budgeting Worksheet (Continued)

[image: image12.png]2 http://lnshhq05w. hud.gov/NN/start. nsf/bizplan?OpenForm&PageUniguelD-6DBECDDECB274D1 985257005005 - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

[ W R O] Pwecr Foruos @ A

ik €9 Mo s ot OpenForneage ueID=GDBECODE 27 HDISESZ57008005CADFFessor

Hom —
Communiti Profile

eparmen o
Urban D

Introduction to the START Tool

Starting the START Process

Budgeting and Fundraising

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

Marketing and Outreach ¥

Business Plan Reports

Assessment and Evaluation

Furniture
Computer tabies

Signntable:
Wk tables, desk

Chairs for desks, computers, 41,500
tables

Lignting
Buletin boards
Costracks

Fiing catinets

\anti-static flar covering

Corpet
Corter s

[Cther: 4850

[Subtotal 2,350 50

Program Costs and Materials.
‘Act education

afterssho activiies
ot training
Services for seniors

trer

B-UEAR

et etvRcuso tssstanoszriasiss v B Go  Lris 2

100

$100

$200

$200

100

50

$200
$200
100

@ Internet





See description above.

Appendix B: Expense Budgeting Worksheet (Continued)
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See description above.

Appendix B: Sources of Funding Worksheet
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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.

Appendix B: Sources of Funding Worksheet (Continued)
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See description above.

Appendix B: Fundraising Goals
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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)
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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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Space Requirements

Where willthese programs be offered? Where will the center be located?
The space shou be accesshie to your residents and comnunty.ldealy, the certer shou be located on the premises of the housing
development. Ifths i not possibl, the space shoud be easily accessible by publc transportation

In develoring your certer, consider:

Locstion

Rent

Ratios of computers o spare foet

Heating, vertiation, and air candiioring

ADA returements.

Describe the physicalnfrastructure and location of the certer. (For example, i the center located in community space, in an off-
lne unit s retrofting of space recuiret?)

The center is located in the office
building for Executive Estates and the
laundry facilities. It is centrally
located within the complex and easily
accessible to residents. The room

What is needed to make this space work? Is construction or renovation required? If so, enter the estimated start and
end dates below.

Constructon or renovation o th failty s0/01/20[ 12/51/20
othert
oo
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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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Equipping Your Center *
A major component of a new center is the computer equipment. Equipment can be purchased, leased, or donated

A worksheet has been provided to help identify and budget squipment needs. You will irst need to answer a few questions about
equipment you need and equipment you have.

Haw much space do you have for camputers and the users? Please enter the amount in squars fest. [150

How many computers can your center support? Each computer needs approximately 20 squars feet. According to the square,
feet you entered, your space can support approximately 8 computers.

How many computers will you need for your program?
How many computers do you have? (8

What s the minimum number of computers required for startup? 8

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 wil have up to 30 residents in your center at one fime, you will need to provide enough machines ta pravide
servics to them

Describe your plan for obtsining additional computers and equipment.
Purchase new computer equipment or

upgrade the current computers in the

center through additional memory (RAN

and new software). Softvare and

operating systems can be obtained

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

Obtain Internet connectian (mandatary) 08/02/20,

08/02/20,
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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)
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How many computers do you have? (8

What s the minimum number of computers required for startup? 8

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 wil have up to 30 residents in your center at one fime, you will need to provide enough machines ta pravide
servics to them

Describe your plan for obtsining additional computers and equipment.
Purchase new computer equipment or

upgrade the current computers in the

center through additional memory (RAN

and new software). Softvare and

operating systems can be obtained

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

Obtain Internet connectian (mandatary) 08/02/20, 08/02/20,

Obtain equipment 08/02/20, 08/02/20,

Test equipment 08/02/20, 08/02/20,

Do you have a security plan? @ves Ofio
1f not, when will you beain drafting a security plan?!

When will & security be in place? 00/02720)

* Required form or field
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See description above.

Appendix B: Accessibility Plan
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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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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.

Appendix B: Management Timeline
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Management Timeline

Do you have a residents’ committee? Oves o Onia

I not, when do you plan to creste one?
& residents' commites s mads up of members i the commurity who hoth ive at the property ancl wil paricipate nthe certer. Ther role is mportant
because theirperspecives as the users of the center are valuable in making sure that the center a the property meets the needs of the residerts. The.
esiderts cammities meets to ofer opirians and advice on the programs the center offers. The residerts commitee can propase ideas to he certer
director for review and consideration. Residents can vate on some center fssues.

D0 you have an aduisory board or  board of directors? Oes o Onia

1fnt, when wil the board be establshed? 01/09/20

Bylaws are rules that govern the interneloperafions of a group or comittee.
Doss your orgarization have bylaws? O ves Oo @nia

It when wil the bylaws be adopted?

Iryour center is a 501(s)(3) organization you wil be able to fundraise mare easily. Does your center currently have a 501(e)(3)? O Yes
o ©nia

I not, when do you planto apply for one?

Accounting Infrastructure.
D0 you have an accounting system to track money receved and money spert?

®ves Ono Onin

I not, when do you propose to have a system in place?
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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.

Appendix B: Management Timeline (Continued)
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See description above.

Appendix B: Organizational Goals
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Inthis section, you wil establish goals, actviies, and outcomes for your organizational development. Try to set gosls that you can measure.

Click to Add Gosl

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

Activities

Pravide computer access through camputer lab

Provide qualifying individuals with computers
through the computer loan program

Coordinate with the Literacy Council of Alask to
assist individuals seeking their GED or.
participating in the English a5 3 second language
Pragram

Outcome.

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

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

Activities
Pravide computer access through camputer lab
Provide qualifying individuals with computers
through the computer loan program

Coordinate with the Literacy Council of Alask to
assist individuals seeking their GED or.
participating in the English a5 3 second language
Pragram

Outcome.
Increased use of the lab by individuals.

Goal: Imorove iob sils of residents

a3

Start date End date Person responsible

ov/oy/2008 1273172010 Wichael Dawning/Center

pp— . Wichael Dawning/Center
Directar

— . Wichael Dawning/Center

Director
Outcome progress

Outcames will be tracked and measured by
data from sign-in sheets.
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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.

Appendix B: Organizational Goals (Continued)
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See description above.

Appendix B: Management and Governance
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Management and Governance

s important to have management and governance systems to support your certer. I order for your center 1o be a successl, there must be good
planring. Yau will b asked some auestions shout yaur organization and how 1 manager.

Management infrastructure. Describe your management team. (for example, the supervisary roles of the managers and the reporting structure)
Wore spesificaly, how is your cenfer run? Wwho i respansible far what tasks? How are the respansibties dvided up among supervisors, and how do
managers coordinste their fforts?

Currently, Nike Douning,
manage the center.

and Diane Roe

‘Governance structure. What oroups are involved! in providing input anl oversesing the certer's activiies? (for example, board of irectors,
esidents" oroups, an advisary commitee, ete) The number of persons involved depends on the needs of your center. Cansider having people from
diverse groups (residents, business, professionls, and the educational community) advise you n your planing.

Once there is sufficient funding to

establish the Center there will be an

advisory committes with the following

members: Residents of the complex,

comminity members, representatives
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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.

