MEMORANDUM

To:

The Digital Bridge Working Group

From:

Maki Kobayashi, Jennifer Sly, and Kristin Sullivan

Subject:
Master Calendar 

Date:

November 1, 2000

The following master calendar provides a comprehensive timeline for implementing all aspects of the Community Technology Centers portion of the Digital Bridge Trust Fund Act HR4477.  Determined directly by the program design—including the organizational and staffing plan, budget plan, and performance management/TQM analysis—the Master Calendar will aid in achieving programmatic goals and objectives by clearly delineating all tasks and sub-tasks.  

Community Technology Centers

Section 133.b.2 of The Digital Bridge Trust Fund Act HR 4477

1.
Detail and Hire Digizone Program Staff

1.1
Regional Digizone Headquarters Staff: West, Southwest, Midwest, South, Mid-Atlantic, and Northeast 


1.1.1
Office of the President



1.1.1.1
  President



1.1.1.2
  Administrative Assistant



1.1.1.3
  Public Relations Officer



1.1.1.4
  Office Coordinator



1.1.1.5
  General Staff



1.1.1.6
  MPA Student Assistant



1.1.1.7
  Student Assistant


1.1.2
Office of the Regional Coordinator



1.1.2.1
  Regional Coordinator



1.1.2.2
  Administrative Assistant



1.1.2.3
  General Staff



1.1.2.4
  MPA Student Assistant



1.1.2.5
  Student Assistant


1.1.3
Office of the Financial Officer



1.1.3.1
  Financial Officer

1.1.3.2
  Accountant



1.1.3.3
  General Staff



1.1.3.4
  Student Assistant


1.1.4
Review Board



1.1.4.1
  Urban Expert(s)*



1.1.4.2
  Rural Expert(s)*



1.1.4.3
  Native American Expert(s)*



1.1.4.4
  Technology Expert(s)*



1.1.4.5
  General Staff

1.2
State Digizone Staff: 50 United States and the District of Columbia


1.2.1
State Liaison


1.2.2
Administrative Assistant


1.2.3
General Staff


1.2.4
Student Assistant

1.3
Local Digizone Staff


1.3.1
Project Managers*


1.3.2
General Staff

2.
Establish Digizone Administrative Offices

2.1
Establish Regional Digizone Headquarters:  West, Southwest, Midwest, South, Mid-Atlantic, and Northeast
2.1.1
Rent office space 

2.1.2
Furnish offices 

2.1.3
Buy computers, phones, fax machines, printers, and copiers (office equipment) 

2.1.4
Equipment installation

2.1.5
Phone installation
2.1.6
Arrange for publications and subscriptions 

2.1.7
Purchase office supplies
2.1.8
Purchase insurance for facilities and equipment 
2.2
Establish State Digizone Offices: 50 United States and the District of Columbia

2.2.1
Rent office space 

2.2.2
Furnish offices 

2.2.3
Buy computers, phones, fax machines, printers, and copiers (office equipment). 

2.2.4
Equipment installation

2.2.5
Phone installation
2.2.6
Arrange for publications and subscriptions
2.2.7
Purchase office supplies 

2.2.8
Purchase insurance for facilities and equipment 

2.3
Establish Local Offices (for Project Managers)†
2.3.1
Rent office space 

2.3.2
Furnish offices

2.3.3
Buy computers, phones, fax machines, printers, and copies (office equipment)
2.3.4
Equipment installation
2.3.5
Phone installation 

2.3.6
Arrange for publications and subscriptions 

2.3.7
Purchase office supplies 
2.3.8
Purchase insurance for facilities and equipment
3.
Funding Allocation for Digizones
3.1
Needs Assessment Regional Digizones: West, Southwest, Midwest, South, Mid-Atlantic, and Northeast



3.1.1
Research and data collection 



3.1.2
Presentation to Board of Trustees 



3.1.3
Allocation of funds to Digizones 

3.2
Application and Review Process: 50 United States and the District of Columbia

3.2.1
Disseminate information and conduct outreach 



3.2.2
Develop funding guidelines 

3.2.3
Advertise request for proposals and application collection 



3.2.4
Preliminary review of proposals



3.2.5 
Select Grantees

3.3
Implementation and Support: Localities



3.3.1
Notify grantees 

3.3.2
Disburse funding 



3.3.3
Project oversight 

4.
Monitoring and Evaluation


4.1
Semi-annual reports to State Liaisons 


4.2
Follow-up site visits 

4.3
Summarize program evaluations for Presidents 

4.4
Digizones present Annual Report to the Board of Trustees 

4.5
Board of Trustees prepares Report for President and Congress 

* Number of employees per position may vary between states and will be dependent upon preliminary needs assessment.


† Number of offices may vary between states and will be dependent upon preliminary needs assessment.





