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· Brief summary about your organisation – mission, vision etc
· The services / projects it delivers
· Size of team (including volunteers)
· Where you’re based (nos of offices, home working etc)
· How you are funded

Drivers for a new system
· Organisational vision 
· Please also note any challenges you can foresee


Current systems used
· Give a brief overview and 
· Attach the audit template
· Attach any paper / online forms you may be using to collect data currently
· Also summarise current IT infrastructure e.g. Windows, Mac, Cloud services etc

Key requirements
This can become a checklist if you are going out to tender…
· Key functionality (note whether essential or good to have or whether you’d like to phase implementation)
· Include reporting needs (both for funders and just internal use / interest)

Timescales & budget
Be realistic, do you need to breakdown into phases? Include costs for data migration and system review e.g. at 6 month intervals
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