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Under standing the basic workings of non-profit organizations
will help you understand where technology fits into the “ bigger
picture” for this sector and the different opportunities and
challenges presented by technology use and integration.
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. Thelnternal Revenue Service (IRS)’s Section 501(c)(3) —thefamous one—
describesnon-profit as (1) serving charitable, religious, scientific or educationa
purposes (2) no part of theincome of which “inuresto the benefit of” anyone.

« Thismeansthat non-profit organizationswith 501(c)(3) statusare exempt from paying
taxesto thegovernment, unlikefor-profit businessesand individual sdo, and that the
distribution of profit toitsstaff or board isstrictly forbidden.

« Non-profitsarerequired to disclose many detailsof their operationsto thegenerd
public and to state regulators and watchdog agenciesusing IRSForm 990. This
form showssalariespaid to officersor directorsand to thefive highest-paid
employeesand contractsif any receive over $50,000 inthetax year. Theformaso
requiresthe organizationto divideitsexpensesinto “functiona categories’ —program,
administration, and fund-raising—and report thetotalsfor each dong with the
amounts expended on each program activity withinthetax year.

(There has been a big push over the past five years to make 990s more available to the public.
GuideSar (http://mwww.guidestar.org) makes all 990s available through their searchable
online database. GuideStar’s mission is to make financial information on non-profits and

foundations easily accessible through the use of information technology.)

Tax-exempt non-profit organizationscan, and do, function like any other businessin many
ways. They have bank accounts; own different assets; receiveincomefrom salesand other
formsof activity, including donations, grants, and fee-for-service activities, make and hold
investments, employ staff; and enter into contractsof all sorts. However, they aredifferent
fromfor-profit businesses, inthat their programsand activitiesareal missondriven.

How does technology fit into the work of non-profits?

Over thepast few years, non-profits have started to usetechnology asatool toassistin
achievingtheir missions. Technology, used effectively, can help non-profitsbetter achieve
theirmissonby:

« Improving operationa efficienciesand enabling staff to redirect energiesfrom
administrativework to morefocused and creativewaysto servetheir clients.

« Expanding thereach and impact of services.

« Developing new technol ogiesthat benefit the communitiesnon-profitsserve.
Helping to providetechnol ogy accessand knowledge to underserved communities

Who do non-profits serve?

All servicesand activitiesin anon-profit areultimately directed to serving clients. Clientsare
the“consumers’ or “customers’ of anon-profit’sservices. Notethat servicescanbeinthe
form of tangible or intangible products—for example, afood bank can distributesfoodto a
community (tangible), in addition to counseling on how to apply for food stamps (intangible).

“Multi-serviceagencies,” such as settlement houses or community devel opment corporations,
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often offer arange of servicesunder oneroof —everything from elderly services, youth
programs, and case workersto help manage persona problemsto housing, community
gardens, community technology centers, and employment assistance.

Sometimes non-profitsdeliver servicesbased on geography (for example, residentsliving
in certain zip codes or aspecific community can receivetheir services) or agerange (they
serve children ages6to 12 or adultsages 18 to 30) or popul ation characteristics (serving
non-violent ex-offendersor homel esswomen).

No matter whom they serve, many non-profitsaretryingtoincorporatetechnology into
program-related activities. For example:
. EnglishasaSecond Language programsusedifferent kindsof reading softwarein
their programs.
. Workforcedevel opment programsuse basic Microsoft Office programsto help
clientscreateresumesand personal budgets.
. Librariesmake card catalogsavailable over the World Wide Web so searchescan
be performed from homesand offices.

What kind of work do non-profits do?

Non-profits providearangeof critica servicesto avariety of populationson many
different issues. Here are some examplesof non-profits’ work:

« Direct servicenon-profits provide specific, hands-on servicesto aspecific
population. For example, an organization working with homel esswomen may
operate shelters, aswell asprovide counsaling on avariety of issues (substance
abuse, depression, domestic violence, parenting), help with navigating public
ass stlance benefits, and transitiona housing. These organizationsaredso known
ashuman serviceorganizations.

. Multi-serviceagenciesoffer avariety of servicesto anumber of different
populations. Settlement houses (which are neighborhood-based organi zationsthat
providesservicesand activitiesdesigned toimprovethelivesof individuals,
families, and communities) are good examplesof multi-serviceagencies. They are
oftenlocated in communitiesand their services are meeting community needs.

« Cultural and artsor ganizations operate museums, dance companies, and
theaters. They aso conduct walking tours, lead neighborhood preservation efforts,
and offer in-school and after-school cultural and artseducation programs.

. Economicdevelopment agencieshelp small businessowners secureloansand
find employees, build supportive housing complexesfor specia-needs popul ations
(suchasformerly homelessindividuass), lead neighborhood beautification efforts,
and operate entrepreneurship seminars.

. Healthcareorganizationsrangefromlarge hospital systemsto community-based
hedlth careclinics. Some hedlthcare organi zations al so focus on community
education about aspecific health condition, lobby legidatorsonfedera, state, and
local levelsfor research and treatment funds, and operate public awareness



campaigns. They aso help uninsured individual s access government-sponsored «eamip,
insuranceprograms, like Child Health Plus. 1 o

« Educational organizationsfocusonimproving thequality of public schools, opening  ~ v
charter schools (charter schoolsareindependent public schools, designed and
operated by educators, parents, community leaders, educational entrepreneurs, ROCHESTER
and others), training new teachersand principals, training tutorsand matching them Page 4
with students, and securing donationsfor schools.

. Youth development agenciesoperate after-school programsfor young people of
all agesinaddition toleadership devel opment, employment and internship, and
community involvement activities.

. Environmental organizationswork localy, nationdly, andinternationaly on
preserving natural resources, conduct campaignsfor environmentd justiceinlow-
income neighborhoods, and educate the public on the benefits of recycling.

. Legal servicesorganizationsprovideavariety of low-cost or no-cost legal services,
such asdealing with tenant-landlord disputes or ensuring accessto public benefits, to
community resdents.

. International organizationswork onissuesin aspecific country or thosethat
impact theentire planet. For example, international heal th organizations sponsor
children’svaccination programsin devel oping countries. Environmental organizations
raise awareness about the effects of globa warming on different countriesandits
natural resources.

The use of technology in the above-mentioned non-profit organizations will depend
on their missions and programs. It isimportant to remember that some of the best-
utilized technologies are those incorporated into programs that are already effective
— it isnot always necessary to “reinvent the wheel!”

Staff Struturein Nonprofit Organizations

Yes! Many non-profit organizationsrely heavily on their staff members— people who
are often very committed and passionate about the issues on which they work —to
accomplish their important mission-based activities.

Executive Director — The executivedirector isdirectly accountablefor thework of
the staff, workswith the board of directors (see description below) on craftinga
strategic visonfor the organization, representsthe organization in public, and often
hasthe primary responsibility of raising money to support the organization’s
programs. Some non-profitscall theexecutivedirector “president” or “ chief
executiveofficer.”

Staff — Staff report to the executive director and areresponsiblefor overseeing and
executing thedaily tasksinvolved inthe organization’s programsand operations.
They aredsoresponsiblefor primary interaction with the organization’ sclients.
Many times, program staff and operations staff perform different functionswithinthe
organi zation, with operations staff being focused oninternal management issuesand
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program staff overseeing servicesand working with clients.

Inaddition to paid staff, other stakehol dersthat play animportant rolein anon-profit
organization'sprogramsand operations:

TheBoard of Directors—An organization’sboard of directorsisresponsiblefor
genera oversight of the organization’sprograms, policies, and finances. They dso helpthe
executivedirector craft avisonfor theagency. Board membersservevoluntarily and do
not get paid for their work. A boardiscomprised of individua sfrom the community and,
idedlly, isrepresentative of an organization’sclients.

TheBoard Chair (AKA chairman/chairwoman) - A board chair’sroleis
central to coordinating thework of the board, executive director, and board/staff
committees. Thechair may have appointive power for committees, depending onwhat is
specified about thisroleinthebylaws. (Bylawsarelegal documentsthat specify the
overall structure and operations of the organization.)

Committees- Typically, the board choosesto carry out itsoperationsusing a
variety of board committeesthat overseedifferent organizational functions, suchas
program, administration, technol ogy, and finance.

Volunteers- Volunteersare unpaid personngl who assist staff, serve on committees
and generally work under thedirection of program staff members. Depending onthesize
of theorganization, itsmission-related programs, and itsneeds, volunteersplay very
different roles. Some peoplevolunteer regularly for an organization and othersvolunteer
onceor twiceayear.

Volunteer opportunities can range from serving on aboard of directorsto mentoring a
young personto painting classrooms.

Fundraising for Technology

Raising money for technology iscomplicated. Intoday’scompetitivefunding climate, itis
perhapsone of themore complicated thingsfor which an organi zation seeksfunding. Why
israising money for technology harder than other things? Andwhy doesit frustrate
grantmakersand grantseekersaike?

. The“makedo” mentality: Technology isviewed asunnecessary “bellsand
whistles,” atool that haslittle or noimpact on an organization’s core busness. Non-profits
should“makedo” with what technology they have because technol ogy isso expensiveand
beyond their means. Andif they don’t have any technol ogy, they will do without. Part of
the“makedo” mythisperpetuated by alack of understanding of technology, both what it
isand theimportant tool it isfor non-profit organizations.

. L ack of technology literacy: Thisliteracy islacking onthefunding and granteeside
of the equation and gresatly contributesto technology not being understood by both parties.
Somefactorscontributing to thisstateinclude hesitation, avoidance, resistance, and an
over-reliance on vendorsand consultants.

. Technology ssumpsfundersaswell asgrantseekers. Grantseekersaren't surewhat




technol ogy they should beasking for, sothey ask for too little or too much, and
grantmakersaren’t sure how to consider technology proposals. Program officersare
unsure how to eval uate technology proposals, asthereareno standard funding
benchmarks, and non-profitsmay rely on outsi de expertiseto craft atechnology
proposal.

. Technology aspart of an organization’sinfrastructure: Technology isconsidered part
of an organization'sinfrastructure, likethe copy machineand the phone. Few
foundationsinclude*technology” intheir funding guiddines, sncemost of them prefer
tofund programs, not general operating support.

There are several key elements organizations need to have in place before embarking
on the quest for technology funds:
. Atechnology planthat isintegrated into astrategic plan.
. Atechnology vision statement that describeshow technology will benefit an
organizationanditsclients.
. Strong, mission-driven programsthat could befurther strengthened by technol ogy.
. Anunwavering focuson outcomes. Makesurethetechnology beingimplementedis
at an appropriatelevel to help the organization achieveits stated outcomes!
. A technology budget that utilizesthe 70-30 rule (70 percent of technology costsare
allocated on peopleand training, theremaining 30 are all ocated for hardwareand

software).

. A smart, solid technology team who canimplement thetechnology plan and evaluate
itseffectiveness.

. Anunderstanding that technology is* hereto stay” andisnot aluxury, but anecessity,
likeelectricity or thetelephone.

« A senseof humor and commitment to the process, aswell aspatienceand a
willingnessto ask questions!

Why is technology important to non-profits’ work?

Non-profitsfaceincreasing demandsfor information from internal sources, such assenior
management and boards, and external sources such asgrantmakers, government regulators,
media, andindividua donors.

Technology can help streamlinebasic operationa functions, like accounting procedures, and
beincorporated into program functionsand fundraising activitiesaswell.

Technology isbeing used effectively by thefor-profit sector to speed up and increasethe
capacity of traditional business processes and to extend thereach of thebusinessinto areas
that would beimpossibleto reach without theleverage created by thesetools. Thenon-profit
sector can benefit from the same applications of technology.

In the article Enabling Technology Funding: 1ssuesfor Grantmakersand Grantseekers,
thel T Resource Center in Chicago and the Chicago Community Trust provided good
examplesof how technol ogy can be used by the non-profit sector:

Thehuman ser vice environment today isdependent on caseinformation for arange of
agency needs. Caseworkersneed aplaceto plan and record careinformation for new
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intakes, and for casestransferred to them from other workers. Caserecordsdevelopa
lifeof their own, and prior care history iscritical to understanding where clientshave been,
aswell aswherethey aregoing. For lineworkers, themantrashould be“documentationis
service’ and once entered, information can bereused for court reports, evaluations,
progresstracking, and other sifting and sorting choresthat, given the complexity of case
record requirementstoday, would beimpossibly arduousin apaper-only caserecord. A
robust case management system is essential to identify casesthat exemplify best
practicesaswell asthosethat requiresupervisory intervention. Finally, an

electronic client management system alowsan agency to bill and bereimbursed for
servicesprovided under contract inatimely fashion.

Artsand cultural agenciesoften have diverse constituencies, and knowing about the
interestsand past participation of congtituents, whether they areindividuas, families,
corporate executives, schools, or clubsisessential to providing theright mix of programs
and services. Expectationsare high, andinaworld where commercia providersfrom

I nternet booksellersto the corner grocery store are collecting information about consumers
and their purchasesin order to craft custom products, non-profitswill be expected to offer
asmilarly highleve of personalization. Thosethat can do so cost-effectively will survive
andthrive.

Likewise, informationisat the center of communication, and advocacy. Organizationsthat
can devel op anintegrated communi cations strategy that blends content with multiple
ddivery vehicleswill bemorelikely to have their messagesunderstood than agencies
displaying their waresin single or long-abandoned markets. That isnot to say that theonly
validvenuesfor discoursearethenew. Instead, itisto affirm that agenciesthat meet their
congtituentswherethey are, whether that isviaflyerstacked to neighborhood tel egphone
poles, direct mail, or e-mail and the Web, will bethe most effective organizations, and that
information technology playsarolein each medium.

Administrativeand Fundraising tasksare undergoing the samerevol ution asin thefor-
profit sector. Human Resourcesand finance, in particular, are undergoing radical changes
throughincreased utilization of technology. Advertising jobs, tracking applicants,
adminigtering benefitsand arange of other tasksincreasingly havean electronic
component. Fundraising hasone of the oldest traditions of automationinthesector. The
Internet is creating opportunitiesfor organizationsto connect with donors and prospects at
highly individuaizedlevelsaswell asthe capability to giveeectronicaly. For donors,

I nternet capability trand atesinto abetter understanding of organizations work and mission
that canimprovethelevel of trust between donor and organization.

What are technology standards for a non-profit?

Teaming for Technology and other technol ogy assi stance providershave created common
technology standards, or “benchmarks,” for non-profit organizationsof al sizes.

Thefollowing are minimum standardsthat should bemet by al non-profit organizations, in
order to effectively and successfully communicateinternaly, aswell aswith external
stakeholders, thegenerd public, and funders:



. Every organization should haveatechnology plan. A technology planwill help
eva uatetechnol ogy needsand create strategiesto meet those needs. It will alsohelp
add technol ogy componentsto successful program strategies, whichwill further help
fundrasng efforts.

. If anorganization hasfive or morecomputersin onelocation, they shouldbeona
Local AreaNetwork (LAN). A LAN enablesdifferent usersto sharefiles, printers,
an I nternet connection, adatabase, software applications, and other resources.

«  Organizationsshould only have onelnternet connection and it should be shared over
theLAN. Internet accessisessential for al staff asameansof sending and receiving
information.

. Every organization should haveitsown websiteand domain name.

. Datashould bebacked up regularly —at least onceaweek, but it realy dependson
therateat which your filesaremodified. A good ideaisto havetwo setsof back
ups, onestored in asecure off-sitelocation and one“live’ setinyour office,

. Eachworkstation/user withinyour organization should usethe same core gpplications
or application suitefor word processing, spreadsheets, and databases. Additiona
applications (such asweb design) should be standardized asthe need for them arises.

Every organization should have virus protection softwareinstalled on all of itscomputers.

Benchmarking is a powerful process that non-profits can use to assess and evaluate
their organizations' practices, operations, and functions against a set of “ best in class’
criteria. The Teaming for Technology benchmarks represent the current standard for
appropriate, efficient, and sustai nable technology usein a non-profit organization.
They also provide an example of how a technologically literate non-profit integrates
technology into its daily work. The benchmarks examine technology planning, staff
use of technology, business systems (like accounting and fundraising software),
networks, and email and websites.

What is the role of a technology consultant working with non-profits?

A technology consultant canlend ahand with many non-profit technology challenges, like

ng current equipment and software, hel ping writeatechnology plan, and performing
jobslikeingtaling anetwork or building adatabase. Overal, most non-profitsare committed
to using technol ogy to support their mission but need resourcesand tool sto get started.

Hereare sometipsfor technology consultantsworking in the non-profit sector:

« AlwaysLISTEN tothecustomer.

. Providedl servicesinameaningful, mission-driven manner.

. Dedl respectfully with every customer, and every person that approachesyou with
questionsor seeking advice.

« Respond clearly and promptly for all requestsfor information and services.

. Establishclear, written expectationswith each prospective customer regarding the
type of work to be done, thelength of the project, and the expected costsand
outcomes, prior to entering into any technol ogy service agreement.

« Document dl work in clear understandablelanguage.

. Work to empower customersby actively transferring your capability and know-how
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to them through coaching and clear documentation.

. Respect and maintain the confidentiality of customersand usediscretionin
communicating with othersabout specific organizationsand individuals.
. Encourage suggestions asto how you and your organization can better serve our

customersand the non-profit community.

. Adhereto the highest standards of ethical behavior, avoiding conflictsof interest,
fulfillingall legal responghilities, and completing al work stipulated in agreements

. Perform all serviceswith customersinthe highest quality manner and expertise
possi bleand exceed expectation wherever possible.

. Foster and build long-term rel ationshi pswith customersthrough positive
communication and strong work ethic.

Alwayskeep in mind that you ar ea consultant, not an employeeof the
organization. You can assist an organization in itstechnology planning and

integr ation processes by making suggestionsand facilitating conver sations, but
theultimatedecisionsshould be made by employeesto ensur eor ganizational buy-
in. They aretheonesthat haveto usethetechnology on adaily basis. Staff
member shaveto feel comfortablewith thedecisionsthat arebeing made, aswell
asactively participatein thedecision-making process.
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