From: Technology & Social Change Group, University of Washington
Re: Instructions for Inventory 
Date: December 12, 2009
This memo provides instruction for completion of the Global Impact Study inventory. The memo describes the role of the inventory and details the inventory components and fields. 
Background The Global Impact study is collecting inventories of public access information and communication technology (ICT) venues in various countries. The goal of the inventory is to identify existing public access ICT venues, compile address and contact person data, and to classify venues according to five characteristics outlined in a taxonomy built for this purpose. The inventory was developed after collaboration among project-team members, including in-country researchers from Bangladesh, Lithuania, and Chile. Input was solicited to support development of the inventory as a tool that can clearly distinguish venues by type and context while at the same time being applicable across multiple countries.

The inventory will serve the following purposes:

· help quantify the magnitude of the phenomenon studied in other project activities
· become a major output in its own right

· facilitate rich analysis by making it possible to differentiate by type of establishment, geographical location and other characteristics

· serve as a frame from which to draw survey samples

The inventory is intended to capture data that exist for facilities that are currently operating, not those planned for the future. For the most part this we expect this facility-level data to be collected from existing administrative data sources with a high degree of confidence. Therefore this task should be largely desk-based, with limited (if any) direct contact with individual venues, i.e., it should not require a dedicated survey effort to collect this data. Possible data sources include government departments (i.e. department of taxation, library services) and telecenter, library, and cybercafé associations. The inventory is stored in a database and can be thought of as a directory to help support top-level documentation of facilities.  


The inventory contains fields in three major categories: 1) taxonomy fields 2) location and contact fields 3) comment and supplementary fields. As described below, some fields are required for all venues, while others are optional, depending on the availability of such information.  
Inventory Components

The inventory contains a total of 63 discreet fields from three major categories: 1) taxonomy fields 2) location and contact fields 3) comment and supplementary fields.  (See Appendix I for the data dictionary).  The following describes each category.
Taxonomy Fields

Global Taxonomy

A primary component of the inventory is a taxonomy that allows understanding of facility type across different country contexts.  The taxonomy is composed of two distinct parts: a global taxonomy and a local taxonomy.  The global taxonomy is composed of fixed fields that researchers cannot adjust, in order to make the taxonomy applicable when we add new countries. The local taxonomy, however, is open and can be developed by country teams as appropriate for individual country contexts (see below). Inputs that go into both taxonomies are expected to 1) be solely obtainable from existing administrative data for all facilities with a high degree of confidence and 2) provide a high-level description of the venue.  

The global taxonomy is provided below with a more detailed description of the fields in Appendix II.

1. Ownership

1.1 Private 

1.2 Public 

1.3 NGO 

1.4 Other

2. Business Mode

2.1 For-profit

2.2 Not-for-profit

3. Internet Access Fee

3.1 Free

3.2 Paid

3.3 Not Applicable

4. Venue Type

4.1 Library

4.2 School

4.3 Stand-alone facility (i.e., telecenters and cybercafés)

4.4 Other public access location

4.4.1 Government building

4.4.2 Post office

4.4.3 Religious institution

4.4.4 Other

5. Mobility

5.1 Fixed

5.2 Mobile

The global taxonomy model does not assign levels or hierarchies to the five fields (ownership, business mode, Internet access fee, venue type, and mobility).  The model assumes each field is a discreet entry in the database.  In addition, categories within each field are mutually exclusive.  For example, a facility cannot be described as both a school and a library.  In this case, the highest level should be used.  If there is a library within a school, the venue should be coded as a school.

Local Taxonomy

Researchers may find data unique to their countries that are vital for high-level understanding of facilities but not included in the global taxonomy.  A local taxonomy was developed with the intent of allowing flexibility to capture such data.  Local taxonomy data may include such items as the NGO type or the presence of infomediary services.  Although these types of data will not be universally applicable (and thus not appropriate for the global taxonomy) they may nonetheless hold high-level importance within the country context.  However, like the global taxonomy, the general expectation is that local taxonomy data can be collected from existing administrative sources with a high level of confidence and will be available for all venues in a particular country. The local taxonomy can serve to either 1) add a new field (for example, the presence of infomediaries) or 2) add a new category to a field within the global taxonomy. For example, adding “community owned” under ownership. 
Location and contact fields

Location and contact information are included as inventory fields to obtain data on the geographic location of each venue and to provide contact information for project researchers to use during sampling (a full list of the location and contact fields can be seen in Appendix I).  Specific data include:

· Venue name (in local language and translated into English)

· Venue address information broken down by street name, building number, city, county, postal code, and any applicable regions

· Venue contact address if different (for instances where the contact address is, for example, that of the program under which the venue is run)

· Direct contact information of the venue including phone, fax, email, VOIP, and website 

· Venue contact person’s role, address, phone number, and other contact information 

The above data were selected to 1) help pinpoint the venue location as accurately as possible for mapping the distribution of venues and 2) to acquire necessary information to locate and contact the venue in the event the project chooses to use it in a focused study or survey.  

Other data

Other data fields that do not fall into the taxonomy or location/contact categories are also present in the inventory.  These fields include: venue start, close, and future start dates;
 a confirmation of the presence of ICTs at the venue; other venue information including programs in which the venues may belong; source of data and last verification date; and a comments/notes field.  These data are considered important for the inventory to assist in capturing country-specific or location-specific data that can be used to describe or define venues.    
Scope

As a general rule, only facilities with substantial and/or visible ICT presences fall within the scope of this project. In addition to traditional cybercafés and telecenters, such places may also include coffee shops with large numbers of computers connected to the Internet.  In this case, although delivery of ICT is not the primary service of the facility, there remains a substantial ICT presence.  However, a restaurant with one computer in a corner would fall out of the scope of this project as ICT service provision would not be very substantial at the facility.  Moving in this direction might result in losing information on interesting places because they do not have substantial/visible ICT presences.  However, this can be remedied through other research activities and by asking researchers to be aware and carefully keep track of such venues for possible discussion during later stages of the project.  

Data privacy

All inventory data will be shared with members of the project team. In addition, a limited number of fields will be made publicly available as part of the project’s open-data goals. However, because of privacy concerns, the only contact information that will be publicly available is the venue address. The project recognizes there may be additional privacy concerns with the inventory data collected and encourages researchers to share these concerns with the project on a case-by case basis.
Populating the Inventory
Data should be populated into the spreadsheet provided by TASCHA.  The spreadsheet includes a data dictionary and sample data.  Columns in red are expected to be populated for all venues.  These data are:
· Local ID

· Venue name

· Venue name in English

· Venue street address

· Venue city

· Venue country

· ALL five fields in the global taxonomy (NOTE: Categories within the global taxonomy fields should be inputted as the numbers that correspond to each category, as indicated in Appendix I.  Do not write in the category.  For example, under “Ownership”, type “2” not “Public”)

· Presence of public access ICTs at the venue

· Source of information

Although these are the only fields that are mandatory, we highly encourage that as many other fields as possible are also populated.  This will greatly add to the usefulness of this dataset. In addition, although the above fields are required, the project recognizes that the inventory was developed without feedback from every country. There might be some countries in which it is not possible to access the data in the mandatory fields solely from existing administrative sources. Please contact TASCHA and describe any constraints to collecting the required data.
Local Taxonomy

As described above, the local taxonomy can serve to either 1) add a new field (for example, the presence of infomediaries) or 2) add a new category to a field within the global taxonomy. For example, adding “community owned” under ownership. Note, however, that in this instance one should still choose “other” under ownership in the global taxonomy.  The local taxonomy is intended to supply detail, not substitute for the global taxonomy. 

There may be up to 5 local taxonomy fields, although not all 5 need to be used. Like the global taxonomy, local taxonomy fields/categories are not hierarchical and no other relationship between them is assumed. In addition, the local taxonomy should contain data that are available for nearly all, if not all, venues. 

An example of a local taxonomy serving as a new field could be if the venue service delivery mode includes infomediaries.
Service Delivery Mode

1. With infomediaries

2. Without infomediaries

Using the local taxonomy as a method of adding categories to fields in the global taxonomy. For example, “1.4.1 – Community owned” could be used to add detail to the “other” category in ownership.
When applying the local taxonomy, researchers should update the key structure in the spreadsheet data dictionary. In addition, when completing and submitting the inventory spreadsheet, please also submit your local taxonomy key as a Word document.

For inventory related questions, please contact Chris Rothschild at TASCHA (chriskr@u.washington.edu)
Appendix I – Inventory Data Dictionary
	Entry Category
	Database Field
	Description
	Required Field
	Sample Entry

	Identifier
	LocalID
	This is a local identifier/ID which allows for linking the inventory record back to the country research teams' local data systems.  This identifier can be any combination letters and numbers, and is not used within the global impact project other than to provide a link back to the source record during data extraction. The only requirement is that the first two characters of the ID must be the two character ISO country code.
	
	CL-BIB-001

	Venue Name
	VenueName
	The name of the venue recorded in the local language as the venue is known.
	Yes
	Liceo Juan Felipe Carvajal

	
	VenueNameEng
	Translation of the venue name from the local language to English (ENG). 
	Yes
	Juan Antonio Felipe Middle School

	
	VenueNameTranslated
	If desired, additional venue name translation to Spanish (ESP) or French (FRA).
	
	Collège Juan Felipe Carvajal

	
	VenueTranslatedLanguage
	ISO 3 character code of the language venue name translated to. Choose from ESP (Spanish) and FRA (French) as necessary.
	
	FRA

	
	VenueNameTranslated
	If desired, additional venue name translation to Spanish (ESP) or French (FRA).
	
	

	
	VenueTranslatedLanguage
	ISO 3 character code of the language venue name translated to. Choose from ESP (Spanish) and FRA (French) as necessary.
	
	

	
	VenueStartDate
	Date (if known) the venue first became operational
	
	2000-03-01

	
	VenueFutureStartDate
	If venue is planned but has not yet opened, the future date the venue is expected to become operational. Data on venues to open in the future are optional, but encouraged to be submitted if available.
	
	2010-02-01

	
	VenueCloseDate
	Date (if known) the venue stopped operation. Data on venues to that are closed are optional, but encouraged to be submitted if available.
	
	2003-05-31

	Venue Physical Address/
Location
	BuildingName
	Name of the building in which the venue is located (if applicable)
	 
	IBM Building

	
	Street
	Street name of the venue, including building number and suite/unit number
	Yes
	Avenida Heriquez Nº 198

	
	County
	County or similar administrative subdivision
	
	

	
	StateProvince
	State or province or similar administrative subdivision
	
	Provincia Copiap

	
	City
	City, town, or township where venue is located
	Yes
	

	
	Country
	Country code of the location of the venue, using standard 2 character ISO country code
	Yes
	CL

	
	Postalcode
	Postal or other delivery code 
	
	

	
	Region1
	Other regional grouping or administrative subdivision name
	
	Región de Atacama

	
	Region2
	Other regional grouping or administrative subdivision name
	
	

	Venue Contact Address (if different)
	BuildingName
	Name of the building
	
	

	
	Street
	Street name, including building number and suite/unit number
	
	

	
	County
	County or similar administrative subdivision
	
	

	
	StateProvince
	State or province or similar administrative subdivision
	
	

	
	City
	City, town, or township where venue is located
	
	

	
	Country
	Country code of the location, using standard 2 character ISO country code
	
	

	
	Postalcode
	Postal or other delivery code 
	
	

	Venue Direct Contact Information
	VenuePhone
	Main phone number at venue location for general information inquiries. (Use format of country)
	
	56 2 555 5555

	
	VenueFax
	Main FAX number at venue. (Use format of country)
	
	56 2 555 5556

	
	VenueEmail
	General E-mail for direct venue contact/general information inquiries.
	
	ljac@venue.cl

	
	VenueVOIP
	General VOIP based access code and provider for general information inquiries
	
	Skype ID: ljac

	
	VenueWebsite
	General informative website for the venue
	
	www.ljac.venue.com.cl

	Venue Contact Person
	VenueContact
	Name of primary venue contact person
	
	Jose Ramirez

	
	VenueContactRole
	Role the contact person plays, for example Director, Manager, Trainer, Volunteer etc
	
	Venue manager

	
	VenueContactPhone
	Phone number(s) to reach the person. (Use format of country)
	
	56 2 555 5557

	
	VenueContactFax
	Fax number(s) to reach the person. (Use format of country)
	
	56 2 555 5558

	
	VenueContactEmail
	E-mail address to reach the person
	
	jose@ljace.cl

	
	VenueContactVOIP
	VOIP access code and provider to reach the person
	
	Skype ID: jose

	
	VenueContactWebsite
	If known/available, a specific website or webpage for the contact person
	
	

	
	VenueContactOrg
	If the person belongs to/is employed by on organization other than that operating the venue, the organization name
	
	

	
	VenueContactBuilding
	If the person belongs to/is employed by on organization other than that operating the venue, name of the building in which the venue is located
	
	

	
	VenueContactStreet
	If the person belongs to/is employed by on organization other than that operating the venue, street name of the organization, including building number, and suite/unit number
	
	

	
	VenueContactCounty
	If the person belongs to/is employed by on organization other than that operating the venue, county or similar administrative subdivision of the organization
	]
	

	
	VenueContactStateProvince
	If the person belongs to/is employed by on organization other than that operating the venue, state or province or similar administrative subdivision of the organization
	
	

	
	VenueContactCity
	If the person belongs to/is employed by on organization other than that operating the venue, city, town, township where venue is located of the organization
	
	

	
	VenueContactCountry
	If the person belongs to/is employed by on organization other than that operating the venue, country code of the location of the organization, using standard 2 character ISO country code
	
	

	
	VenueContactPostalcode
	If the person belongs to/is employed by on organization other than that operating the venue, postal or other delivery code of the organization
	
	

	Global Taxonomy
	Ownership
	Ownership category of the Global Taxonomy:              

1.1 Private 
1.2 Public 
1.3 NGO 
1.4 Other
	Yes
	Public

	
	BusinessMode
	Business mode field of the Global Taxonomy:                                                     
2.1 For-profit
2.2 Not-for-profit
	Yes
	Not-for-profit

	
	AccessFee
	Internet access fee category of the Global Taxonomy:              

3.1 Free
3.2 Paid 
3.3 Not Applicable
	Yes
	Free

	
	VenueType
	Venue type category of the Global Taxonomy:                                                     

4.1 Library
4.2 School
4.3 Stand-alone facility (i.e., telecenters and cybercafés)
4.4 Other public access location
     4.4.1 Government building
     4.4.2 Post office
     4.4.3 Religious institution
     4.4.4 Other
	Yes
	Library

	
	Mobility
	Mobility category of the Global Taxonomy:                                                         5.1 Fixed
5.2 Mobile  
	Yes
	Fixed

	Local Taxonomy
	LocalLevel1
	First level of the 5 level local taxonomy
	
	

	
	LocalLevel2
	Second level of the 5 level local taxonomy
	
	

	
	LocalLevel3
	Third level of the 5 level local taxonomy
	
	

	
	LocalLevel4
	Fourth level of the 5 level local taxonomy
	
	

	
	LocalLevel5
	Fifth level of the 5 level local taxonomy
	
	

	Presence of ICTs at the venue
	Presence of ICTs
	Serves as a confirmation that the venue has ICTs
	Yes
	Yes

	Other Venue Information
	Program1
	Local country specific program by which the venue maybe classified
	
	

	
	Program2
	Local country specific program by which venue maybe classified
	
	

	
	Tags
	Set of local tags, separated by a comma (,), to allow for segmenting of venue according to local needs. Unlike the taxonomy, tags do not need to be known for all venues.
	
	

	Source of Entry
	SourceOfInformation
	Local text field to record where the listing information was obtained from
	Yes
	Government ministry of library services

	
	LastVerifyDate
	If known, the last time the existence of the location was verified
	
	2009-02-23

	Notes
	Comments/Notes
	Any general notes or comments about the venue
	
	Not all computers in the venue are connected to the Internet.


Appendix II - Global Taxonomy

The final global taxonomy is composed of five fields with multiple categories within each field. 

The following discusses the intent of each field. 
	Taxonomy Field
	Explanation

	1. Ownership

1.1 Private 

1.2 Public 

1.3 NGO 

1.4 Other
	This category relates to the legal description; not the source of funds. An NGO might receive all of its funding from a government, but here the selection would still be NGO.  Similarly, a government program might receive donated computers and connectivity from the private sector, but it is still a publicly-owned facility. 

An additional category – “community owned” – was considered. The project decided not to include this, thinking it possible to select ‘Private’ in this category, and ‘not-for-profit’ in the next category to arrive at the same distinction. Again, the boundaries may well not be comparable across countries and lengthy explanations may be needed.  However, if countries feel the options in the field do not allow for understanding of the legal description in their country contexts, countries are encouraged to select “other” (1.4) and, if desired, expand using the local taxonomy.

	2. Business Mode

2.1 For-profit

2.2 Not-for-profit
	This category is about the business model, not the legal inscription. Therefore a private school-based telecenter would be classified as ‘not-for-profit’ in the Business Mode category.  In this case, the country team would select ‘private’ in the Ownership category to cover the legal inscription, and ‘school’ in the Venue Type category.

	3. Internet Access Fee

3.1 Free

3.2 Paid

3.3 Not Applicable
	Since most places will have a combination of free and paid services (printing, training, etc.) the project decided that the only meaningful distinction that can be captured with this activity is whether access to the Internet is free or paid. The study will also implement surveys that can obtain more detailed data about the costs of various services. “Not Applicable” would be selected for venues that do not have Internet access publicly available.  

	4. Venue Type

4.1 Library

4.2 School

4.3 Stand-alone facility (i.e., telecenters and cybercafés)

4.4 Other public access location

4.4.1 Government building

4.4.2 Post office

4.4.3 Religious institution

4.4.4 Other
	There are many ways to describe venue type, with definitions often varying across countries. Categories were added to capture the major types with as little definition variability as possible. Deliberately left out were “telecenter” and “cybercafé” due to differences in accepted definitions. The project decided that “telecenter” can be captured by selecting “not-for-profit” in Business Mode and “Stand-alone facility” in Venue type. “Cybercafé” can be captured by selecting “for-profit” in Business Mode and “Stand-alone facility” in Venue type.
One other item to note is with the category “school”. The project assumes formal primary, secondary, and tertiary educational institutions (schools recognized by the Ministry of Education). In many countries there are also a number of non-recognized educational facilities (e.g. places that issue certificates in IT training), but these are not formal schools under the project definition. 

	5. Mobility

5.1 Fixed

5.2 Mobile
	This category refers to the physical mobility of the venue. There are increasing examples around the world of venues that are not stationary. Examples include venues built into boats or buses. The category refers to the venues itself, however, and not a mobile service the venue may offer.


� Note: the inventory is intended to collect data only for currently operational venues. Data for venues that have not yet opened are not required but are welcome if readily available. Similarly, data for venues that are no longer in operation are not required but also welcome if readily available. 
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