
 

 

ICT Essentials for Voluntary and Community Organisations 

What is the total cost of ownership of ICT?  

Total Cost of Ownership is a way of accounting for all the costs of your ICT setup, 

which could include: 

Initial capital costs 

The cost of the hardware, software and specialist equipment you require. 

Installation costs 

The cost of setting up hardware and software and make sure itÕs all working, 

connecting to a network, cabling and wireless networking.  

Software and software upgrades 

All software is updated and improved from time to time. 

Training 

The cost of buying training your staff or volunteers, as well as an allowance 

for time set aside to attend courses and practise new skills. 

ICT Support staff or volunteers 

Budget for the salaries of ICT support staff, time needed to manage a 

volunteer or a proportion of the salary of your accidental techie. 

Making donations useable 

Second hand equipment may be cheaper than new but may require repairs 

and upgrades to work at its best, such as extra memory or a new screen. 

Maintenance costs 

Without regular maintenance, failures and repair costs are likely to increase. 

Staying connected  

The monthly cost of your broadband, plus any use of your mobile for internet 

access when youÕre out of the office.   

Repairs 

Even well-maintained equipment can fail, so keep your paperwork to claim 

within warranties, but be ready to pay for repairs when required. 

Disposal costs  

You may have to pay a fee for proper disposal of your equipment.   
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Replacement Costs 

Equipment may go out of date, and new tasks make new demands. 
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Total cost of ownersh ip calculator  

You can download a simple calculator from the ICT Hub website at 

www.icthubknowledgebase.org.uk/calculatingtechnologybudget This example 

suggests likely costs for a team of six people Ð bear in mind that these are 

suggestions not exact figures for each item. 

How many users do you have? 6    
     
Item  Cost £ (Exc 

of VAT)  
Number of 
users  

Life [years]  Cost/user/year  

Hardware & Infrastructure          
Computer & installation 800 1 4 200 
Network mono laser printer 600 6 4 25 
Server including installation and 
software 

5500 6 5 183 

Router 100 6 4 4 
Switch 250 6 4 10 
Wireless access point 100 6 4 4 

Firewall(s) 400 6 4 17 
Firewall update subscription 350 6 1 58 

Network cabling 1000 6 10 17 
Software          
Microsoft Office @ charity price 90 1 4 23 

Anti-virus subscription 500 6 1 83 
Finance package 500 6 4 21 
Finance package support 100 6 1 17 

Case management software 500 6 4 21 
Case management  support 150 6 1 25 
Internet          
ADSL Internet access, per year 600 6 1 100 
Web hosting 100 6 1 17 
Training          
One training course /user /year 200 1 1 200 
Support          
External support for server, firewall, 
network & users 

3000 6 1 500 

Internal support – salary contrib 5000 6 1 833 
Consumables          
Back up tapes 60 6 1 10 
Toner cartridges for printer 200 6 1 33 
Other          
    1 1 0 
  Annual Total per User  £2,401 
   Organisational total/annum  £14,408 
 VAT £2,521 
 Total includin g VAT  £16,929 
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Ten things a website can do for you  

1. Publicise services and campaigns, tell people what services you provide, 

why you do it, who theyÕre for and how to access them; 

2. Provide information to support activists and mobilise support, such as 

online petitions; 

3. Share information with your community and other networks anytime of 

day. Information can be updated every month, every week or every ten 

minutes. 

4. A cost-effective way of publishing up to date information Ð save on print 

and postage bills; 

5. Improve services, such as making it easier to make bookings, ask 

questions or submit payments; 

6. Interactive sites link people together and encourage feedback about your 

services; 

7. People with special needs can access information online, ask questions 

and join in discussions via email and bulletin boards. Visually and hearing 

impaired people may join in online discussions more easily than in other 

forums; 

8. Make new contacts, connect into new networks, become better known in 

your field; 

9. Create and support local, national or global networks of people with 

common interests or needs; 

10. Raise your profile and reach new audiences. 
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A simple website  

A basic website acts like an extended advertisement, offering basic information to 

anyone who reads it. For many organisations this is a minimum requirement: 

• About us,  

o Why we exist and brief history 

o Names of trustees, staff, volunteers, maybe photos 

• Our services and how to access them  

o What we offer 

o Opening times, referral system, etc 

• Who we work with  

o Define your clients, identify the neighbourhood, etc 

• Contact details 

o Telephone, email, postal address + map 
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Good project management  

Being thoroughly prepared and adopting a step-by-step approach to the 

process of database development and should help you end up with a 

database that meets your needs:  

Preparation   

Decide what you want, prepare a business case for funders and your 

management committee, agree indicative budget, outline timetable and the 

scope of the project 

Selection   

Write an initial project plan, as a brief for the tender process and use 

interviews to select a contractor 

Contractual discussion   

Agree what will be delivered when, payment schedule, project management 

arrangements, roles and responsibilities, dispute processes 

Development   

Functional specification is agreed and signed off, stage by stage 

development, progress reports, testing, debugging 

Implementation   

Installation, training and ongoing support  

Review  

Lessons learned and plans for the next version 
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Be clear about your needs  

Getting the right support means thinking about your needs before crisis 

strikes. You need to budget what you can to pay for the help you need, or 

recruit volunteers to cover regular tasks before things go wrong. You will 

need to think about  

Short term, i mmediate needs  

Someone to help when problems happen. 

Day to day troubleshooting, quick fixes, shortcuts, reminders about how to do 

something, contact with external suppliers or volunteers. 

Medium term, rou tine needs  

Someone to keep your ICT ticking over. 

Advice and help with routine tasks, such as backup, security, software 

updates, routine maintenance, anti-virus and anti-spam solutions, passwords, 

user accounts, file management, updating inventory and software licences, 

dealing with insurance issues, recording problems as they arise and 

maintaining a troubleshooting guide. 

Long term, strategic n eeds  

Someone to look at your needs over time. 

ICT planning, budgeting, mentoring, project management, data protection 

requirements, being aware of relevant trends and new ideas. 

Someone to lead projects: defining requirements, finding, choosing and 

managing suppliers on projects such as software and hardware purchase, 

website design, database development, training, and network installation. 
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Top ten tips to protect yourself  

1. Backup, backup, backup! 

2. Install antivirus software and keep it up to date 

3. Keep your system software up to date  

4. Install Spybot & Adaware 

5 Block pop ups when surfing the internet 

6. Keep a clean PC, remove temp files and defragment your hard drive 

7. Be very careful about which free software you download.  

8. Make sure your firewall is doing its job 

9. DonÕt panic Ð get some help 

10. Educate staff, volunteers and trustees about the risks.  
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How to install anti -virus software  

You can tackle almost all Malware by installing specialist software on your 

computer, much of which is free and relatively easy to install and keep up to 

date.  

For example a piece of software called Spybot - Search & Destroy can detect 

and remove Malware of different kinds from your computer. An alternative is 

Ad-Aware, that provides advanced protection from known data-mining, 

aggressive advertising, and other forms of Malware.  

Find Spybot at www.safer-networking.org/en/spybotsd and Ada-Aware at 

www.lavasoftusa.com/software/adaware 

Alternatives to Spybot include Windows Defender, which is part of Windows 

Vista and can be used on Windows XP, and AVG Anti Spyware, which is part 

of the AVG suite of programmes. Both are free, although AVG Anti Spyware 

goes into a limited mode after the trial period expires. Makers of popular anti-

virus software such as MacAfee and Symantec also have anti spyware 

products which you can pay for. 

Visit www.download.com to get either of these free programmes, or any of 

the alternatives Ð search for the software and then follow instructions to 

download it and install in your computer. 

NOTE: Always backup your data before installing anything new, these sites 

are safe but it is a good policy. 
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HELP! My  computer  is  running  slow   

These steps should help speed up the computer, or help determine why the 
computer is running slowly.  

Not  enough  hard  disk  space   

All computers need a certain amount of free space on the hard disk to 
operate properly, typically a minimum of 200MB but ideally at least 500MB. 
Windows users can check this by opening the My Computer folder from the 
desktop. Click on the main Hard Drive Disk (probably called C: Drive) and its 
Details will appear next to it. Mac users can open on the Hard Drive image 
from their desktop and details will appear in the bottom of the window.  

Your computer will usually warn you when you are close to being full, but 
performance can be affected before this happens. If it is too full then remove 
files and folders that arenÕt in use. Either delete them completely or archive 
them by copying them to an external hard drive or a USB stick, CD or DVD 

Fragmentation   

Over time the computer files stored on the hard drive may become mixed up, 
or fragmented. Use built in software to defragment the Hard Disk, which 
gives it a spring clean. See step 6 of Self Defence tips for more details.  

Too  many  programmes  running   

Windows users can press the Control, Alt and Delete keys at the same time 
to pull up a window showing a variety of system information. The 
Applications Tab shows everything currently running and you can close any 
you donÕt need from that window. You can also click on the Processes tab to 
see how much of the computer processor is being used.  

Anything over 80% will be a sign of problems, indicating the need to close 
programmes, and possibly mean you will need to ask for help cleaning up 
the computer.  

Not  enough  RAM   

Many computers do not have enough RAM memory Ð this is the memory that 
the computer uses to run the programmes, as opposed to the hard disk 
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which stores files and programmes. In Windows XP you can see how much 
RAM you have by opening the System control panel. Click on Start menu 
then Settings then Control Panel. On a Mac click on the Apple logo in the top 
left corner, then About this Mac. A minimum for most modern operating 
systems is 256MB, although it is best to have at least 500MB available. If 
you think RAM is a problem you will probably need more expert help to 
replace what you have.  

More  help   

If none of the above helps you may well need expert advice. Possible 
problems can include broken or dirty fans causing overheating, failure of 
specific components, or fundamental software problems that need specialist 
programs to resolve. You can also try searching on the internet for Ômy 
computer is running slowÕ.  

The Google toolbar runs on a Mac, PC or Linux in a variety of web browsers. 
It includes lots of useful features, including a pop-up blocker, and can be 
downloaded free of charge from http://toolbar.google.com 
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Five essentials of good ICT  

Standardise on products  

Get everyone using the same version of common software 

• no more than two operating systems  

• eg  Windows XP + MAC or  

• Windows XP + Vista 

Backup  

Have a backup plan 

Make regular checks that your backup is working 

Anti -virus and security software  

Install it and keep it up to date 

Protect your power supplies   

Use surge protection on your extension leads 

Have an emergency power supply to protect servers and other vital 

equipment if power fails 

Make sure you have appropriate connectivity  

Get connected to the internet to use broadband 

Devise an IT plan to support  your overall business plan  

DonÕt wait for it to go wrong 

 


