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Staff surveyed all  public libraries, tenants federations, resource centres, 
cyber cafes, local authorities and Registered Social Landlords, on-line 
learning centres and Councils for Voluntary Services for information. 
 
Press releases were also sent to all housing and community and voluntary 
journals and e-zines, highlighting the research and asking for relevant 
organisations to contact the TPAS Information Service. 
 
The cyber cafes’ and UK online learning centres’ contact details were 
researched on-line and these contacts e-mailed with the survey form. All other 
organisations were mailed the survey. 
 
A database developer was employed to design the database and to work with 
staff and tenants to make sure the right reports that tenants wanted could 
easily be listed and printed from the database.  
 
All the proformas were collated and then a temporary admin worker was 
employed to input the details on to the database. 
 
4000 copies of the database were produced on a CD Rom. 
 
The CD Rom was then disseminated through TPAS events, enquiries to the 
Information service and adverts placed in relevant community journals and 
websites. Organisations who had replied to the survey were also offered a 
copy. 
 
The whole process was repeated asking for amendments to existing 
information on any new contacts and the revised CD Rom was produced in 
August 2004. 
 
In order to conform to data protection laws, all mailing labels were purchased 
from the relevant organisation’s national body and used only the once. So 
these costs had to be repeated in the second year. 
  
The work involved in collating the on-line e-mail information gave TPAS a list 
of contacts that can now still be used for promotional mailings. 
 
What went well 
 
The surveys were staggered over 6 months, so that staff had the capacity to 
do the mailings and deal with the information and enquiries that came through 
to the office on a regular basis. This worked extremely well.   
 
At one point, mailing labels were delayed because they were out of print, but 
all this meant is that another mailing came to the fore that month until the 
mailing labels were delivered for the next mailing. 
 
All the CD ROMs had been distributed by April 2004, which fitted in nicely with 
the need for a revision. 
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The contact with other community and voluntary organisations and public 
libraries has proved invaluable. Their feedback and response to what we were 
trying to achieve was extremely encouraging and quite a number of 
organisations asked for listings to disseminate out through their own networks 
and also asked for permission to upload the CD Rom on to their own 
websites, so our dissemination of the information has stretched even further 
than we thought it would.  
 
What went wrong 
 
There was nothing that we could say went wrong with the project, though 
some issues did come up, which we highlight below and give advice on. 
 
Issues that came up 
 
The costs of the CD Roms for the second year were a good deal more 
expensive than the first year. The supplier blamed this on a wrong estimate 
for the first year, rather than inflated costs for the second. As we used the 
same company for both the database development and CD Rom production, 
by the time we found out about these extra costs, there was little we could do.  
 
Staff underestimated the number of new and amended surveys that would be 
returned in the second year. This number was as much, if not more, than the 
first year.  We think that organisations who chose not to reply the first time 
round, on seeing the CD Rom, realised the benefits to them of being on it, and 
so replied the second time round! The IIA grant included administration costs 
for the second year for data entry, so the extra replies were still absorbed into 
these costs. 
 
We underestimated the staff time when dealing with database developers, 
temporary workers etc. We did expect increased enquiries but underestimated 
the number of organisation that chose to reply via e-mail or telephone. 
 
What the grant paid for 
 
For each year the grant paid for: - 
 
Costs of postal surveys 
Costs of e-mail surveys  
Cost of database production 
Costs of CD Rom productions 
Costs of mail outs of CD Roms 
Cost of advertisements and promotional flyers 
Administration costs 
Cost of temporary data entry worker 
 
The second year costs did not include actual database development costs, 
but did include costs to amend the database for better ease of usage. 
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Exit Strategy 
 
The revised CD Roms will be promoted similarly to the first year, and they will 
be disseminated as widely as possible. Although there will be no longer any 
budget to produce CD Roms again, we still have the database and will 
continue to update and amend the information on it, as this is given to us or 
as we find out details from our own research and information collating.  
 
We will continue to answer enquiries to the information service in relation to 
local listings and can easily print out local listings for any area in England to 
send to anyone requesting this information.  
 
We will continue to promote the directory on our website and will look at 
linking the database to our new website we are developing, which will be on 
line in the autumn of 2004. 
 
 
If you want any further information, please contact: - 
 
Jane Loftus 
Head of Information and Policy 
TPAS Ltd 
5th Floor 
Trafford House 
Chester Road 
Manchester   M32 0RS 
Tel: 0161 868 3500  e-mail: jane.loftus@tpas.org.uk  


