
Checklist for Technology Access Centers Project 
 
Creating a checklist for a Technology Access Centers project involves organizing tasks 
and resources necessary for its successful execution. Here's a comprehensive 
checklist to guide you through the process:


1. **Project Planning and Preparation:** 
   - Define project goals and objectives.

   - Identify target audience and beneficiaries.

   - Conduct a needs assessment to understand the requirements of the community.

   - Determine the location(s) for the Technology Access Centers (TACs).


2. **Budgeting and Funding:** 
   - Estimate the total project cost.

   - Identify potential sources of funding (grants, sponsorships, donations, etc.).

   - Develop a budget plan outlining expenses for equipment, infrastructure, staff, 
maintenance, etc.


3. **Infrastructure Setup:** 
   - Procure or lease suitable space for the TAC(s).

   - Install necessary infrastructure such as electricity, internet connectivity, HVAC 
systems, etc.

   - Set up physical security measures for the center(s).


4. **Equipment Procurement and Installation:** 
   - Identify and purchase computers, laptops, tablets, printers, scanners, projectors, 
etc., based on the needs assessment.

   - Install and configure hardware and software for the TAC(s).

   - Ensure accessibility features for users with disabilities.


5. **Staffing and Training:** 
   - Recruit and hire qualified staff (technicians, trainers, administrators, etc.).

   - Provide training to staff on equipment usage, software applications, 
troubleshooting, and customer service.


6. **Program Development:** 
   - Design and develop training programs and workshops tailored to the needs of the 
target audience (e.g., digital literacy, coding, software applications, etc.).

   - Create a schedule of classes and events for the TAC(s).


7. **Community Outreach and Promotion:** 
   - Develop marketing materials (brochures, flyers, posters, website, social media 
accounts, etc.).

   - Engage with local community organizations, schools, and businesses to promote 
the TAC(s).




   - Organize launch events and open houses to introduce the TAC(s) to the community.


8. **Evaluation and Feedback Mechanisms:** 
   - Establish mechanisms to collect feedback from users and stakeholders.

   - Implement evaluation metrics to assess the impact and effectiveness of the TAC(s) 
in meeting its objectives.

   - Regularly review and adjust programs and services based on feedback and 
evaluation results.


9. **Sustainability and Maintenance:** 
   - Develop a sustainability plan to ensure long-term viability of the TAC(s) beyond 
initial funding.

   - Implement a maintenance schedule for equipment and infrastructure.

   - Explore partnerships and collaborations with other organizations for ongoing 
support.


10. **Legal and Administrative Requirements:** 
    - Obtain necessary permits and licenses for operating the TAC(s).

    - Develop policies and procedures for user registration, data privacy, safety 
protocols, etc.

    - Ensure compliance with relevant laws and regulations (e.g., ADA compliance, child 
protection laws, etc.).


11. **Documentation and Reporting:** 
    - Maintain detailed records of expenditures, activities, and outcomes.

    - Prepare regular reports for funders, stakeholders, and governing bodies.

    - Document best practices and lessons learned for future reference.


12. **Continuous Improvement:** 
    - Foster a culture of continuous improvement by soliciting input from staff, users, 
and stakeholders.

    - Stay updated on emerging technologies and educational trends to enhance 
services offered by the TAC(s).


By following this checklist, you can effectively plan, implement, and manage a 
Technology Access Centers project to empower communities with access to 
technology and digital skills.


