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FMCO Contact Information System 

Data Collection Plan 
 
 

This document describes the plan for data collection in connection with the project for an 
improved Contact Information Management System for the Flower Mound Community Orchestras.   
 
1. Specific data needed 
 

Specific data is required about the ways in which the system users (members of the FMCO 
Board of Directors) currently work with contact information, characteristics about the contact 
information data itself, and characteristics of the users' environments that might impose 
limitations on the proposed implementation. 
 

With regard to the way users currently work with contact information, it is necessary to find 
out  

o What kinds of information each board member uses 

o How often a board member exchanges contact information with other board members, 
what kinds of information are exchanged most often, and what kind of format is used for 
the exchange 

o How often the data needs updating (additions, deletions, changes) 

o What 'categories' or 'groupings' are useful?  Do items often fall into more than one 
'category'? 

o Are there certain 'categories' of contacts for which inclusion in the new system is more 
important or less important?  Does the problem lend itself to a 'staged' implementation? 

 
Identifying characteristics of the contact information itself will help with the design and 

implementation of a database.  It is necessary to know: 

o About how many entries are there?  

o How the data is currently stored – if on a computer, what software is used 

o What software the data is used with, and what formats the software requires 

o Are there entries that require multiple addresses, multiple phone numbers and multiple 
email addresses? 

o What percentage of entries require anything more than the "basic" contact fields of name, 
business name, address(es), phone number(s), email address(es)?  Would a "memo" 
field be sufficient to cover any additional information? 

o What elements of the contact information are most commonly used as keys for looking up 
items (last name? business name? category?) 

o Are any of the contacts for people / entities outside the U.S.? 
 
The proposed new system is a database with a web interface.  To ensure usability, it is 

necessary to find out: 

o Do the board members have Internet access at the location where they use the data? 
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o Do the board members have broadband Internet access?  Do they pay for time online? 
 
 
2. Data collection methods 
 
 Four separate data collection methods are planned:  reviewing written records, interviews 
with key informants, questionaires for all the board members, and studying copies of the current 
contact information lists. 
 
 a) Activities of the board members are described in the minutes kept for each board 
meeting and in the occasional lists of action items that are distributed prior to board meetings.  
The analyst will review the written records for the last 12 months to see what types of contact 
information are suggested by the activities of the board members.  In subsequent data gathering 
activities, the analyst will use this as a guide to make sure information is elicited about all these 
different types of contact information. 
 
 b) The analyst will conduct interviews with key informants who are likely to have a good 
overview of the current system.  At a minimum, interviews will be conducted with Bill Daniluk, the 
publicity chairperson and current keeper of the mailing list, and Charlotte Huff, the membership 
chairperson and current keeper of the membership rosters.  The interviews will be informal, to 
allow the informants to bring up information the analyst might not have anticipated.  Interview 
questions to be used include the following: 

o What software or other tool do you currently use for storing the contact information? 

o What software or other tool do you use for generating mailings?  What data formats are 
used? 

o How often do you need to share this information with other board members? 

o How often is the data updated with additions, deletions and changes? 

o Other than the mailing list and rosters, what kinds of contact information do you and the 
other board members use? 

o What kinds of problems have you encountered in using, maintaining or sharing the 
information? 

    
c) At one of the regular board meetings, the project will be explained to the board members 

and questionaires will be distributed.  If any of the 16 board members are absent, they will be 
contacted by telephone to explain the project and the questionaire will either be read over the 
phone or mailed.  The questionaires will attempt to identify the categories of contact information 
that are shared most often by the board members, any problems associated with maintaining or 
sharing the data, and issues regarding the board members' Internet connectivity.  In this case the 
questionaires will not be anonymous, since it may be necessary to follow up on particular issues 
with certain individuals.  Board members will be encouraged to contact the analyst by email or 
telephone if they want to convey more information.  A sample of the questionaire is attached. 

 
 d) Board members will be asked to give the analyst copies of their existing contact 
information lists.  These will be used for analysis purposes only; when time comes to populate the 
database fresh copies of the data will be obtained. It is expected that, other than the mailing list,  
the lists will be small enough to be studied manually.  The analysts will look at the information to 
identify characteristics such as 

o multiple addresses, phone numbers, or email addresses required 

o unusual data elements that need to be provided for in the database design 

o non-U.S. addresses or phone numbers required 

 

12/3/2004  page 2 of 4 



  Daniluk Assignment 3 

3. Anticipated problems 
 
 Since the FMCO is a non-profit organization and the board members are all volunteers, it 
is possible that they won't want to devote their time to responding to the questionaire, or they 
might respond quickly without thinking carefully.  The analyst is counting on the project's sponsor 
to encourage the board members to cooperate. 
 

Since most of the board members do not have technical backgrounds, they might not 
understand the concept of a database with fields and indices.  The analyst will have to avoid 
technical terminology when interviewing the board members. 

 
The board members may not realize that a small omission in the information they provide 

might limit the usefulness of the new system.  By interviewing with key informants who do have 
technical backgrounds and by studying samples of the data itself, the analyst should be able to 
get the necessary information.   
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FMCO Contact Information 
Information Sheet (excerpt) 

 
We are looking at contact information that the FMCO board uses for its activities.  You probably 
have a list of contacts that you collect and maintain yourself, including names, phone numbers, 
addresses and other information.  Sometimes an activity on behalf of the FMCO requires one 
board member to use contact information that another board member keeps track of. For each 
category below, please indicate whether you have primary responsibility for maintaining a list of 
contact information, or whether some other board member maintains it and you get a copy of the 
information from them when necessary. 
 
Please mark the following 
(1)   I take responsibility for collecting and maintaining this information 
(2)   I get this information from another board member when I need it 
(3)   I seldom or never use this kind of information 
 

(1) (2) (3) category 
 

   members of the orchestras (including the parents for 
younger members) 

   members of the board  
 

   musicians who are not members of the orchestras 
 

   soloists and guest performers 
 

   people who donate money or other fundraising items  
 

   people who provide services to assist with FMCO events 
 

   others (please describe) 
 
 
 

 
How do you store contact information that you use in connection with FMCO activities? 

o on a computer?   
o in some manual format? 
o other (please describe)___________________________ 

 
If you store contact information on a computer, what program is it stored in?  _______________ 
 
In the last year, have you needed to share information from your contact list with another board 
member? 

o yes  (please explain) ______________________________________ 
o no 

 
What problems do you have in storing contact information or sharing it with other board 
members?  _____________________________________________________________ 
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