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September 13, 2004 
 
 
Bill Daniluk, Publicity Chairperson 
Flower Mound Community Orchestra 
P.O. Box 270002 
Flower Mound, TX 75027-0002 
 
 
Dear Bill, 
 
 

As you requested, I have taken a preliminary look at the  FMCO's management of contact 
information of various types.  Here are some comments on the general system and my 
recommendations for improvement. 

 
The primary problem with the current system is that board members do not have direct 

access to current contact information other than the lists that they maintain themselves.  For 
example, when Barbara wanted to mail out fundraising solicitations, she had to ask you for a 
current copy of the mailing list, and wait for you to export the data and send it to her.  Then when 
Barbara used her returned mail to cull invalid addresses out of the list, you could not proceed with 
the next publicity mailing until Barbara got back from vacation and gave you her updated version.   

 
A secondary problem is format conversion when one person borrows a list from another.  

Your database is kept in the Stamps.com mailing list software, but Barbara needs it in an Excel 
spreadsheet in order to use it with her Microsoft Word mail-merge program.  Each time the list is 
shared, the need for format conversion makes the task more inconvenient, and the people 
involved have to be technically proficient at manipulating the data. 
 
 Yet another problem is the need for reliable backups of the data.  When Barbara's hard 
disk crashed, her updated copy of the database was lost, and she had to revert to an older copy 
and repeat the updates. 
 

The mailing list is used here as an example, but the problems apply equally to all the sets 
of contact information used and shared by the FMCO board.  Some of these are kept in Access 
databases, some in Excel spreadsheets, some in Word documents, and some handwritten on 
paper.  The lists include  

• the roster of board members 
• the roster of musicians in each orchestra (including parents for younger musicians) 
• the list of non-member musicians that can be called in when needed 
• the list of soloists and other guest performers 
• the list of donors 
• the list of media contacts  
• the list of community contacts 
 
My proposal for improving the system is to set up a central database of contact information 

on the www.fmco.org web server, accessible from a password-protected section of the FMCO 
web site.  Authorized FMCO personnel would all be able to access the data directly with any 
Internet-capable computer.  The web application for updating and extracting data would handle 

http://www.fmco.org/


the data formats currently in use.  The web hosting service that provides shared hosting for the 
web site would back up the database regularly as part of its routine operations. 

 
In order to proceed with this project I will need to gather more information from the FMCO 

board members about the types of contact information they use and the ways in which they use it.  
I realize that, since the FMCO is a non-profit organization, the board members have a limited 
amount of time to devote to their tasks and may not have much time to participate in my analysis 
project. I would greatly appreciate it if you could encourage them to cooperate.   

 
I will also need help from the board members when time comes to get a copy of their data for 

entry into the database, and when the database is ready for testing and evaluation.  Again, I 
would appreciate your encouraging the board members to make the transition smooth and 
efficient. 

 
I strongly believe that a database of this nature would help the FMCO board operate more 

smoothly.  I look forward to working with you and the other board members further on this project. 
 
 
       Sincerely 
 
       Judy Daniluk 
 
 
 


