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Maximizing 
the VALUE of this 
WORKBOOK
This technology workbook is designed to help business owners and leaders better 
understand and manage the technology their business uses to operate effectively. 
With interactive activities, tips, and worksheets, this workbook is an educational tool 
that will help you gain a deeper understanding of the technology your business 
relies on.

To get the most out of this workbook, we recommend working through the 
activities and completing the worksheets in the order they are presented. This will 
help you build a solid foundation of knowledge and skills that you can apply to your 
business.

Additionally, we recommend revisiting the workbook periodically to refresh your 
knowledge and stay current with the latest technology trends. By consistently 
applying the concepts and techniques outlined in this workbook, you will be able to 
maximize the value of the technology in your business, which will ultimately lead to 
increased efficiency, productivity, and profitability.
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Here are a few additional tips for getting the most value out of this 
technology workbook:

1.	 Work through the activities and complete the worksheets in the order they 
are presented. This will help you build a solid foundation of knowledge and 
skills that you can apply to your business. 

2.	 Take the time to fully understand the concepts and techniques outlined in 
the workbook.  

3.	 Apply what you learn to your business. Try out new technology or implement 
new processes to see how they can improve your business operations. 

4.	 Use the worksheets and other tools provided in the workbook to create a 
customized plan for incorporating technology into your business. 

5.	 Collaborate with your team or other business owners to share ideas and best 
practices for managing technology in a business setting. 

6.	 Use the tips and examples provided in the workbook as a reference when you 
encounter technology-related challenges in your business. 

7.	 Keep an open mind and be willing to try new things. Remember that 
technology is constantly evolving, and you can always learn new ways to 
improve your business.

By consistently applying the concepts and techniques outlined in this workbook, 
you will be able to increase efficiency, productivity, and profitability in your 
business.
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Introduction
Welcome to the ultimate guide to managing technology in your business! This 
workbook is designed to help business owners like you better understand and take 
control of the technology that your business relies on to operate effectively. With a 
wealth of interactive activities, tips, and worksheets, this workbook is packed with 
everything you need to know to get the most out of the technology in your business.

You may be wondering why you need a workbook like this. The truth is technology 
is constantly evolving, and it can be challenging to keep up with all the changes. 
But don't worry; this workbook (and our team at gardenpatch) is here to help! We've 
done the research and compiled all the essential information you need to know to 
stay ahead of the curve. From cloud computing to social media marketing, we've got 
you covered.

What you are looking at is more than just a dry, boring manual. We've made sure to 
include plenty of interactive activities, worksheets, and real-world examples to help 
bring the concepts to life. You'll find that this workbook is both educational and 
enjoyable to work through. And with all the tips and tricks we've included, you'll be 
able to take control of your technology and use it to its full potential.

So whether you're a tech-savvy business owner or a complete novice, this workbook 
is for you. We're excited to take on this journey with you, and we're confident that by 
the end of it, you'll be able to maximize the value of the technology in your business 
and take your operations to the next level.

LET'S GET STARTED! 
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Technology 
Assessment

Technology assessments are an essential step for 
businesses looking to improve their technology 
infrastructure and stay competitive in today's digital 
landscape. 

Conducting a technology assessment helps businesses 
to identify areas where their current technology is falling 
short and make informed decisions about the technology 
solutions they need to implement to support their 
operations and drive growth.
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In general, when running an organization, you need to assess the technology 
you use to ensure that it effectively supports your business operations and goals. 
Technology is constantly evolving, and new solutions are continually emerging, so 
it is important for organizations to regularly review their technology infrastructure 
to ensure that they are not missing out on new opportunities or falling behind their 
competitors.

Technology assessment typically covers several key areas, including hardware and 
software, network infrastructure, security, data backup and recovery, and business 
processes. By assessing these areas, you can identify any potential bottlenecks, 
security risks, or inefficiencies in your technology systems and develop a plan to 
address any issues.

The frequency of technology assessment depends on how fast-paced the industry 
is and how quickly the technology evolves. Still, it is generally recommended that 
organizations conduct a technology assessment at least once a year. However, 
some organizations may want to conduct assessments more frequently, especially 
if they are in a rapidly changing industry or if they have recently implemented new 
technology.
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There are several key reasons why businesses need to conduct 
technology assessments: 

1.	 1dentify inefficiencies: Technology assessments help businesses identify 
areas where their current technology is not working optimally, such as slow 
systems, outdated software, and manual processes that could be automated. 
By identifying these inefficiencies, businesses can take steps to improve their 
technology infrastructure and increase productivity. 

2.	 Stay current: Technology is constantly evolving, and businesses need to 
stay current in order to remain competitive. Technology assessments help 
businesses identify new technologies that could benefit their operations and 
stay ahead of the curve. 

3.	 Improve security: Businesses are increasingly at risk of cyber-attacks, and 
technology assessments can help identify vulnerabilities in the current 
technology infrastructure and put measures in place to improve security. 

4.	 Cost savings: By identifying inefficiencies and areas where technology is not 
being used to its full potential, businesses can take steps to reduce costs and 
improve their bottom line.

It's important to note that, ideally, 
technology assessment should be 
done by experts or professionals 
who have a deep understanding of 
the organization's industry and the 
specific technology that is being 
used. The assessment process 
should be thorough, and it is 
important to involve key stakeholders 
from different departments and 
functions to ensure that all aspects 
of the organization's technology 
infrastructure are being considered.
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To conduct a technology assessment, businesses can follow these steps: 

1.	 Define the scope of the assessment: Determine what areas of the technology 
infrastructure will be evaluated, such as hardware, software, network, and data 
management. 

2.	 Gather data: Collect data on the current technology infrastructure, including 
system configurations, software versions, and usage patterns. 

3.	 Evaluate data: Analyze the data to identify areas where the technology is falling 
short and determine the root cause of any problems. 

4.	 Develop recommendations: Based on the evaluation, develop 
recommendations for improving the technology infrastructure, including new 
technology solutions and best practices for using existing technology. 

5.	 Create an action plan: Develop a plan for implementing the recommendations, 
including timelines, resources needed, and any necessary training. 

6.	 Monitor progress: Regularly check the plan's progress and adjust as needed. 

By conducting regular technology assessments, businesses can ensure that they 
are making the most of their technology investment and staying competitive in 
today's digital landscape.
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Activity: Technology Assessment Worksheet

1.	 Take some time to review all of the technology your business currently uses, 
including software, hardware, and any other technology-related tools. 

2.	 For each piece of technology, consider the following questions and record your 
answers in the table provided: 

•	 What is the technology used for?
•	 How often is it used?
•	 How critical is it to business operations?
•	 Is it still relevant and up-to-date?
•	 Are there any current or potential issues with the technology?
•	 Are there any areas where it can be improved?
•	 Are there any potential cost savings or revenue opportunities associated with 

the technology? 

3.	 Once you have completed the table, review your answers and identify any areas 
where the technology can be improved or updated. 

4.	 Create a plan of action for addressing any issues or opportunities identified 
during the assessment. 
 

By completing the next worksheet, you will be able to identify areas where your 
technology can be improved or updated, allowing you to make informed decisions 
about your technology investments and ultimately maximize the value of the 
technology in your business.

Identifying and Developing Successful Sales Skills and Qualities
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Technology Purpose Usage Criticality Relevance Issues Opportunities Cost 
Savings

Security 
Risks
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Thoughts,
Feelings, 
& Notes
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Technology 
Selection
With so many technology options available, it can be 
challenging to determine which solutions are the best fit for 
your organization. 

In the same breath, when it comes to managing technology 
in your business, one of the most important decisions you will 
make is selecting the right technology for your needs.
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Choosing the right technology can make a significant impact on your business 
operations, but with so many options available, it can be overwhelming to 
determine which technology is the best fit for your business. That's why it's 
important to take a strategic approach to technology selection.

Defining the requirements is the 
first step in the technology selection 
process. It is essential for businesses 
to identify the problem or opportunity 
that the technology is meant to 
address, as well as the specific features 
and functionalities that are needed. 
By clearly defining the requirements, 
you can ensure that you are selecting 
technology solutions that will meet 
your specific needs and support your 
operations and goals.

Define the requirements
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Here are a few key points to consider when defining the requirements:

1.	 Identify the problem or opportunity: Start by identifying the problem or 
opportunity that the technology is meant to address. This could be a gap in 
the current technology infrastructure, a new business opportunity, or a need to 
improve efficiency or productivity. 

2.	 Define the specific needs: Once the problem or opportunity has been 
identified, define the specific needs of the business in terms of features and 
functionality. This should include a list of the specific tasks that the technology 
should be able to perform and the features that are required to support those 
tasks. 

3.	 Consider scalability: Think about the future growth of the organization, and 
consider whether the technology solutions you are considering are scalable to 
accommodate that growth. 

4.	 Evaluate the current technology infrastructure: Assess the current technology 
infrastructure and consider how the new technology will integrate with existing 
systems and tools. 

5.	 Identify the budget: Determine the budget for the technology solution and 
consider the total cost of ownership, including the initial purchase price, 
maintenance and support costs, and any additional costs associated with 
implementing and deploying the solution. 

6.	 Involve the stakeholders: Involve the key stakeholders in the organization in 
the process of defining the requirements. This will ensure that all perspectives 
are taken into account and that the technology solution selected will meet the 
needs of the entire organization.

By defining the requirements clearly and thoroughly, businesses can ensure that 
they are selecting technology solutions that will meet their specific needs and 
support their operations and goals. This section should also include a tool or a 
template that can be used to define the requirements and align them with the 
organization's objectives.
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Activity: Defining the requirements

1.	 Start by creating a list of all the current technology your business uses and their 
specific functions. 

2.	 Next, make a list of all the pain points and areas where you feel your current 
technology is lacking or where you are experiencing inefficiencies. 

3.	 From the list of pain points, create a list of specific requirements for the new 
technology that needs to be met in order to address these issues. 

4.	 Prioritize these requirements based on their level of importance and impact on 
the business. 

5.	 Research different technology options that meet these requirements and 
compare their features, costs, and user reviews. 

6.	 Create a shortlist of potential options and schedule demos or free trials to test 
them out. 

7.	 After testing, evaluate the options based on how well they meet the 
requirements and their overall fit with the business.
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Current Technology Function Pain Points Requirements for 
New Technology

CRM software Customer management Slow load times Faster load times

Limited reporting 
capabilities

Advanced reporting 
capabilities

Inability to integrate with 
other systems

Integration capabilities

Accounting software Financial management Limited budgeting tools
Advanced budgeting 
tools

Difficulty generating 
financial statements

Automatic financial 
statement generation

Marketing automation 
software

Marketing campaign 
management

Limited segmentation 
options

Advanced segmentation 
options

Inability to track ROI ROI tracking capabilities

8.	 Make a decision on the best option and create a plan for implementation and 
training.

This activity can help business owners and leaders to have a clear understanding of 
their needs and evaluate the solutions in an objective way.

Example:
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Current Technology Function Pain Points Requirements for 
New Technology

Now, do the same for your business:

Research options

Researching options is the second step in the technology selection process. It's 
important for businesses to research different technology solutions that meet their 
needs to ensure they are making informed decisions. This includes a review of 
vendor websites, product demos, and user reviews to get a sense of the capabilities 
and limitations of each solution.

Here are a few key points to consider when researching options:
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1.	 Identify potential solutions: Start by identifying potential solutions that meet 
the requirements defined in the previous step. This can be done through online 
research, attending trade shows and events, and consulting with industry 
experts. 

2.	 Review vendor websites: Review the websites of the vendors of the potential 
solutions to get a sense of the company's background, experience, and 
reputation. Look for information on the company's history, customer references, 
and case studies. 

3.	 Product demos: Request product demos from the vendors of the potential 
solutions to get a firsthand look at the technology and evaluate its capabilities. 

4.	 User reviews: Look for user reviews and testimonials to get a sense of the real-
world experience of other businesses that have used the technology. 

5.	 Consider the support: Look into the support options that the vendor provides; 
this includes documentation, training, and technical support. 

6.	 Evaluate the cost: Evaluate the cost of each solution, including the initial 
purchase price, maintenance and support costs, and any additional costs 
associated with implementing and deploying the solution. 

7.	 Consult with experts: Consult with industry experts and technology consultants 
to get their perspectives on the potential solutions and gather insights on the 
technology. 

By researching different technology solutions, businesses can ensure that they 
are selecting the best fit for their organization. This section should also include 
resources such as technology comparison websites, industry reports, and 
consulting firms that can assist in the research process.

Another important factor to consider is the vendor's reputation, track record, 
and customer support. Make sure to check references, read reviews, and reach 
out to other businesses that have experience using the technology.
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Once you have narrowed down your options, it's a good idea to pilot-test the 
technology before making a final decision. This will give you a chance to see how 
the technology performs in a real-world setting and make sure it meets your needs.

Finally, don't forget to keep scalability in mind when making your selection. It's 
important to choose technology that can grow with your business and adapt to 
future changes in your business environment.

By taking a strategic approach to technology selection, you can ensure that your 
business is using the right technology to meet its needs and achieve its objectives.

Activity: Tech Options Research

Objective: To help business people understand the technology options available to 
support their business and how to properly research and compare those options.

Instructions: 

1.	 Define the business problem or opportunity.
2.	 Research technology options that can help solve the business problem or take 

advantage of the opportunity.
3.	 Fill in the Tech Options Comparison Matrix.
4.	 Evaluate each technology option based on the information in the matrix and 

your business needs and goals.
5.	 Contact the vendors of the top contenders to ask any remaining questions and 

request demos or trial versions.
6.	 Make a final decision on the technology that best fits your business needs and 

goals.
7.	 Implement the technology and regularly evaluate its performance and 

effectiveness.



Option Description Key Features & 
Benefits

Cost & Pricing 
Model

Limitations/
Disadvantages User Reviews & Ratings

Eg. 
Option 1 Slack

- Communication 
and collaboration 
platform for teams 

- Real-time 
messaging, file 
sharing, and voice 
and video calls 

- Integrations with 
other tools and 
services 

- Mobile app available 
 
- Good user interface 
and ease of use

- Subscription-based, 
priced per user per 
month 

- Free version 
available with limited 
features 

- Paid versions offer 
additional features 
and integrations 

- Discounts available 
for annual purchases

- Limited storage 
capacity in free 
version 

- Some integrations 
only available in paid 
versions

- High user satisfaction with user 
reviews and ratings 

- Positive reviews of its ease of use, 
integration capabilities, and user-
friendly interface

Option 2

Option 3

Option 4
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Option 5

Option 6

Option 7

Option 8
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Option 9

Option 10

Option 11

Use this activity to help you properly research 
technology options and make informed 

decisions on the technology that will best 
support your business.
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Thoughts,
Feelings, 
& Notes
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Technology 
Implementation

Technology implementation is the process of introducing 
new technology into a business. 

It involves identifying the technology that will best meet 
the needs of the business, planning for its implementation, 
training employees on its use, and maintaining it over time.
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Effective technology implementation requires careful planning and attention to 
detail. Start by identifying the specific business problem or opportunity that the 
technology is intended to address. Research and compare different options to 
determine which technology will best meet the needs of the business.

Next, create a plan for how the technology will be implemented. This should 
include timelines, budget, and resources required. Identify any potential roadblocks 
or challenges and develop strategies to address them.

It's also important to train employees on how to use the new technology. This will 
help ensure that the technology is being used effectively and that employees are 
able to take full advantage of its capabilities.

Finally, establish a plan for maintaining the technology over time. This includes 
regular updates, backups, and troubleshooting. Assign a team or individual 
responsible for managing the technology to ensure that it remains functional and 
up-to-date.

By following these steps, you can ensure that your technology implementation is 
successful and that your business is able to take full advantage of the capabilities of 
the new technology.

There are several other key considerations to keep in mind when implementing 
new technology in your business. These include effective communication, testing, 
scalability, security, and continuous improvement. By taking these additional 
points into account, you can help ensure that your technology implementation is 
efficient and effective and that it supports the ongoing growth and success of your 
business.
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•	 Communication: Keep all stakeholders informed throughout the process, 
including employees, management, and any external partners or vendors. This 
will help ensure buy-in and support for the new technology. 

•	 Testing: Before fully implementing new technology, it's important to test it in 
a controlled environment to ensure that it will function as intended and that 
there are no compatibility issues. 

•	 Scalability: Consider the potential growth of your business and ensure that the 
technology you choose can scale to meet future needs. 

•	 Security: Make sure that the technology is secure and that any sensitive data is 
protected. Review security protocols and compliance regulations, and consider 
hiring a third-party security firm to audit your systems. 

•	 Continuous improvement: Technology is constantly evolving, so it's important 
to plan for regular evaluations of the technology's effectiveness and make 
changes as needed to optimize its performance.

By keeping these additional points in mind, you can help ensure that your 
technology implementation is efficient and effective and that it supports the 
ongoing growth and success of your business.
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Activity: Implementing New Technology

Objective: To help you to understand the steps involved in the implementation 
of new technology in your business and how to effectively manage the 
implementation process. 

1. Plan the implementation:

•	 Determine the resources needed, including personnel, budget, and equipment.

•	 Identify the goals and objectives of the implementation
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•	 Develop a project plan with clear timelines and milestones.  Complete the 
below table to get started. The table can also be used to track progress and 
identify any potential roadblocks.

Task Description Start 
Date

End 
Date Owner Dependencies Status

Goal Setting

Define 
the goals and 
objectives
of the 
technology 
implementation

Resource 
Allocation

Determine 
the resources 
needed, 
including 
personnel, 
budget, and 
equipment

Project Plan 
Creation

Develop a 
detailed project 
plan with clear 
timelines and 
milestones

Goal 
Setting

Training

Provide training 
and support 
for the team 
to understand 
and use the 
new technology 
effectively

Resource Allocation

Testing

Set up a test 
environment 
to evaluate the 
technology and 
its performance

Project Plan 
Creation
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Deployment

Roll out the 
technology in 
a controlled 
and organized 
manner

Testing

Evaluation

Monitor the 
performance of 
the technology 
and measure its 
success

Deployment

Refinement

Make any 
necessary 
improvements 
and refinements 
to the 
technology 
and the 
implementation 
process

Evaluation

2. Prepare the team:

•	 Identify the key stakeholders who will be involved in the implementation process

•	 Provide training and support for the team to understand and use the new 

technology effectively 

•	 Ensure that everyone involved understands their role and responsibilities
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3. Test the technology: 

•	 Set up a test environment to evaluate the technology and its performance
•	 Involve the team in testing and provide feedback on any issues or 

improvements 

4. Deploy the technology: 

•	 Roll out the technology in a controlled and organized manner
•	 Monitor the deployment process and make any necessary adjustments 

5. Evaluate and refine: 

•	 Monitor the performance of the technology and measure its success
•	 Make any necessary improvements and refinements to the technology and the 

implementation process
•	 Regularly review the technology and its impact on the business to ensure it 

continues to meet the business's needs and goals.

By following these steps, business people can effectively manage the 
implementation of new technology in their business, ensuring a smooth and 
successful deployment process.
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Thoughts,
Feelings, 
& Notes
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Management
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Technology management is the process of maintaining 
and updating the technology that your business uses to 
operate. 

It's like keeping your car running smoothly; you need to 
regularly check the oil, change the tires and make sure all 
the parts are working correctly.
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Effective technology management starts with a clear understanding of the 
technology that your business is currently using. This includes identifying the 
specific systems and software that are in use, as well as understanding how they 
are being used and by whom. This can be compared to taking a car for a regular 
check-up; you need to know what the car is made of and how it functions to keep it 
running smoothly.

Next, establish a plan for maintaining and updating the technology over time. 
This is like scheduling regular oil changes and tire rotations for your car. This can 
include regular software updates, backups, and troubleshooting. Assign a team 
or individual responsible for managing the technology to ensure that it remains 
functional and up-to-date.

It's also important to monitor the technology for any potential security risks and 
take steps to mitigate them. This is like having a car alarm to prevent theft. Review 
security protocols and compliance regulations, and consider hiring a third-party 
security firm to audit your systems.

Regularly evaluate the technology's effectiveness and make changes as needed 
to optimize its performance. You can compare this step to taking your car to a 
mechanic for a regular check-up. It includes looking for new and better technology 
solutions that can improve business processes and increase efficiency.

Technology management is an ongoing process that requires attention and 
resources. By keeping these key points in mind, you can help ensure that your 
technology is running smoothly and supporting the ongoing growth and success 
of your business.
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Activity: Technology Management Assessment

Objective: To help business people assess and improve the management of 
technology in their business. 

Instructions:

1. Review current technology systems and processes:

•	 Identify the technology systems and processes currently in use in the business
•	 Evaluate their performance and assess their impact on the business
•	 Identify areas for improvement and make a list of recommendations

Technology System/
Process Performance Impact on

Business Recommendations

Example 1 Good Positive None

Example 2 Poor Negative Upgrade software, 
provide training
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2. Review current technology systems and processes: 

•	 Define the goals and objectives for the management of technology in the 
business

•	 Ensure that the goals align with the overall business strategy
•	 Determine the resources needed to achieve the goals and objectives

Goal/Objective Description Resources Needed

Example 1 Improve customer experience
Upgrade customer relationship 
management software, hire customer 
service representatives

Example 2 Increase efficiency
Implement project management 
software, train employees on time 
management techniques
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3. Develop a technology management plan: 

•	 Develop a comprehensive plan for the management of technology in the 
business

•	 Include a budget for technology investment and maintenance
•	 Define the roles and responsibilities of the technology management team

Task Description Owner Budget

E.g., Define roles and 
responsibilities

Identify the roles and 
responsibilities of the technology 
management team

Technology Manager $XX,XXX

E.g., Invest in technology
Invest in the necessary 
technology to support the 
business goals and objectives

CFO $XX,XXX

E.g., Establish  a 
maintenance schedule

Establish a schedule for 
maintaining and upgrading 
technology systems

Technology Manager $XX,XXX
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4. Implement the technology management plan: 

•	 Put the technology management plan into action
•	 Monitor progress and make any necessary adjustments
•	 Regularly review and evaluate the plan to ensure it continues to meet the needs 

of the business

Task Description Owner Start Date End Date Status

E.g., Define 
roles and 
responsibilities

Identify the roles and 
responsibilities of the 
technology management 
team

Technology 
Manager

01/01/2023 01/15/2023 Completed

E.g., Invest in 
technology

Invest in the necessary 
technology to support 
the business goals and 
objectives

CFO 01/16/2023 02/28/2023 In Progress

E.g., Establish 
a  maintenance 
schedule

Establish a schedule 
for maintaining and 
upgrading technology 
systems

Technology 
Manager

01/01/2023 01/15/2023 Completed
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5. Continuous improvement:
•	 Continuously review and assess the performance of the technology systems and 

processes
•	 Make any necessary improvements to ensure they remain effective and efficient
•	 Regularly evaluate the technology management plan and make any necessary 

updates.

By following these steps, you can effectively assess and improve the management of technology in 

your business, ensuring that the technology systems and processes are aligned with the business's 

goals and objectives and support its overall success.

Task Description Owner Start Date End Date Status

E.g., Review 
performance

Regularly review the performance of 
technology systems and processes

Technology 
Manager

01/01/2023 Ongoing In Progress

E.g., Make 
improvements

Make any necessary improvements 
to technology systems and processes

Technology 
Manager

Ongoing Ongoing In Progress

E.g., Evaluate 
technology 
management 
plan

Regularly evaluate the technology 
management plan and make any 
necessary updates

Technology 
Manager

01/01/2023 Ongoing In Progress
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Thoughts,
Feelings, 
& Notes
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Technology 
Support

Technology support is the process of providing assistance 
and troubleshooting for the technology that a business uses 
to operate. 

It's comparable to having a personal mechanic that you can 
call when your car breaks down.
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Effective technology support starts with having a clear understanding of the 
technology that a business is currently using. This includes identifying the specific 
systems and software that are in use, as well as understanding how they are being 
used and by whom. 

Next, establish a plan for providing assistance and troubleshooting. So you need to 
have a dedicated support team or a third-party vendor providing support services.

Regularly evaluate the technology support process and make changes as needed 
to optimize its performance. You should be constantly on the lookout for new and 
better technology solutions that can improve business processes and increase 
efficiency.

Technology support is an ongoing process that requires attention and resources. 
By keeping these key points in mind, you can help ensure that your technology is 
running smoothly and that employees are able to quickly and effectively resolve 
any issues that arise.

Provide training and resources 
for employees so that they can 
troubleshoot basic issues on their 
own. This is like providing the tools 
and knowledge to change a flat tire by 
yourself. For this, you can include self-
help guides, FAQs, and video tutorials.
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Activity: Technology Troubleshooting Scenario

Objective: To provide practical experience in troubleshooting common technology 
problems that a business may face.

Materials:
•	 A list of scenarios or case studies, each of which describes a technology issue 

that your business may encounter.
•	 Access to the technology systems or equipment used (e.g. computers, printers, 

smartphones, internet connection, etc.).

Instructions:
1. Divide the participants into small groups.
2. Give each group a scenario to work on.
3. Have each group work through the scenario, trying to identify the root cause of 
the problem and find a solution.
4. After the groups have had time to work on the scenarios, have each group 
present their findings and solutions to the rest of the participants.
5. Encourage discussion and feedback on the solutions proposed by each group.

Example Scenario

Problem: The internet connection in the office is slow and causing delays in 
business operations.

Steps to Troubleshoot:
1.	 Check the modem and router to make sure they are functioning properly.
2.	 Check the cable connections to ensure they are secure and not damaged.
3.	 Check the available bandwidth to see if it is being exceeded by too many devices 

or services using the connection at the same time.
4.	 Check to see if there are any software updates available for the modem or 

router.
5.	 If the issue persists, contact the internet service provider to report the problem 

and ask for assistance.
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Data management and data governance are two critical 
components of any successful organization. Think of data 
management as the foundation of a house. 

Just like a house needs a strong foundation to keep it standing, 
an organization needs good data management to keep its 
operations running smoothly.

Data 
Management 
And Data 
Governance
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Data management and data governance are two critical components of any 
successful organization. Think of data management as the foundation of a house. 
Just like a house needs a strong foundation to keep it standing, an organization 
needs good data management to keep its operations running smoothly.

Data management is all about making sure that the data your organization collects, 
stores, and uses is accurate, complete, and consistent. It involves processes such 
as data entry, data validation, data cleaning, and data archiving. These processes 
ensure that the data your organization relies on is of high quality so that you can 
trust the insights and decisions that are made from it.

Data governance, on the other hand, is is comparable to the roof of the house. In 
the same way that a roof protects the house from the elements, data governance 
protects your organization from the risks associated with poor data management. 
It involves the establishment of policies, procedures, and standards for managing 
data, as well as the oversight and enforcement of those policies.
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An analogy for data governance can 
be a traffic police. A traffic police is 
responsible for ensuring that the 
vehicles on the road follow the rules 
and that the flow of traffic is safe and 
efficient. Similarly, data governance 
is responsible for ensuring that the 
data in your organization is handled 
and used in a way that is compliant 
with laws and regulations and that it is 
protected from potential threats such 
as data breaches.

To sum up, data management 
provides a strong foundation for your 
organization by ensuring that the 
data is of high quality and accurate, 
while data governance protects your 
organization by establishing policies 
and procedures for managing data 
and overseeing its implementation. 
Together, these two components work 
to keep your organization running 
smoothly and securely.
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Activity: Data Management and Governance Audit

Objective: To provide an opportunity for business people to assess the current 
state of their data management and governance practices and identify areas for 
improvement.

Instructions:

•	 A checklist of best practices for data management and governance.
•	 Access to the data management tools and systems used by the business (e.g. 

databases, spreadsheets, cloud storage, etc.).Identify areas for improvement 
and make a list of recommendations.

Instructions:

1.	 Give each participant a copy of the checklist of best practices for data 
management and governance. 

2.	 Have each participant conduct a self-audit of their current data management 
practices and processes. 

3.	 Have each participant review their self-audit and use the checklist to identify 
areas for improvement. 

4.	 After each participant has completed the self-audit, bring the participants 
together for a group discussion. 

5.	 Have each participant share the results of their self-audit and the areas they 
identified for improvement. 

6.	 Encourage discussion and feedback on the results and areas for improvement.
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Example Checklist for Data Management and Governance

1. Data security:

2. Data privacy:

Is sensitive data being properly protected from unauthorized access and data 
breaches? 

Are appropriate security measures in place, such as encryption, firewalls, and 
access controls? 

Are there procedures in place for managing security incidents and reporting 
data breaches? 

Are employees trained on how to handle sensitive data securely?

Are data privacy laws and regulations being followed, and is personal data 
being collected, stored, and used appropriately? 

Are data privacy policies and procedures in place, and are they being 
followed? 

Is personal data being stored in a secure location, and are access controls in 
place to ensure only authorized personnel can access it? 

Are data retention policies in place, and is data being deleted when it is no 
longer needed?
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3. Data backup and recovery:

4. Data accuracy and completeness:

5. Data accessibility:

Is data being regularly backed up, and is there a plan in place to restore data 
in the event of a disaster? 

Are backup copies stored off-site or in the cloud to protect against site-wide 
disasters? 

Are backup and recovery procedures tested regularly to ensure they work as 
intended?

Is data being entered and maintained accurately and completely, and are 
data quality controls in place? 

Are data validation rules in place to ensure data meets specified 
requirements? 

Are data entry procedures standardized and documented? 

Is data being regularly audited and cleaned to maintain data accuracy and 
completeness?

Is data being stored in a centralized location, and can it be easily accessed and 
used by those who need it? 

Are appropriate access controls in place to ensure only authorized personnel 
can access sensitive data? 

Are data retrieval and reporting tools available and easy to use?
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6. Data governance:

Are roles and responsibilities for data management clearly defined, and is 
there a plan in place to ensure the data remains accurate and up-to-date? 

Is there a data stewardship program in place to ensure data quality and 
manage data assets? 

Are there clear processes in place for managing data changes, such as 
updates, deletions, and additions?
 
Are data governance policies and procedures regularly reviewed and updated 
as necessary?

Note: This checklist is intended to be a starting 
point and can be tailored to the specific needs 
and requirements of the business and its data 
management practices.
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Thoughts,
Feelings, 
& Notes



Digital 
Transformation

Digital transformation is the process of using technology 
to fundamentally change how a business operates and 
delivers value to its customers. 

Imagine you're running a brick-and-mortar store, and you 
realize that many of your customers prefer to shop online. 
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If you want to continue to be successful and meet the needs of your customers, 
you need to adapt and change your business model to include an e-commerce 
platform. This is an example of digital transformation.

Digital transformation can take many forms, from automating manual processes 
and creating new digital products and services to using data and analytics to gain 
insights and make better decisions. The key is to understand the needs of your 
customers and to use technology to create new and improved ways of meeting 
those needs.

However, digital transformation is not just about technology. It's also about the 
people and culture of your organization. Technology is an enabler, but it's the 
people who will ultimately drive the change. Just like a caterpillar needs the right 
environment to transform into a butterfly, an organization needs the right culture, 
leadership, and people to effectively embrace digital transformation.

Overall, digital transformation is a process of using technology to fundamentally 
change how a business operates and delivers value to its customers. It's a way 
to stay relevant and meet the needs of an ever-evolving digital world. It's like 
the caterpillar turning into a butterfly, it's about using technology as an enabler. 
However, it's also about the people, culture, leadership of the organization, and 
embracing change to create new opportunities for growth and success.

You can liken digital transformation to 
a caterpillar turning into a butterfly. A 
caterpillar is a crawling, slow-moving 
creature, but it has the potential to 
transform into something beautiful 
and powerful. Similarly, a traditional 
business may be operating in a certain 
way, but with digital transformation, 
it can become more agile, efficient, 
and able to adapt to changing market 
conditions.
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Activity: Digital Transformation Guide

Here's a template you can use to document the results of the IT audit and 
recommendations for improvement:

IT Audit Results and Recommendations

1. Executive Summary

•	 Brief overview of the IT audit, including its purpose and scope.

•	 Key findings and recommendations for improvement.
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2. Current Technology Infrastructure

•	 Overview of the business's current hardware and software inventory.

•	 Assessment of the network infrastructure, including the data center, network 
devices, and network architecture.

•	 Summary of the security measures in place, including firewalls, anti-virus 
software, and access controls.
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•	 Assessment of the disaster recovery plan, including backup procedures and 
disaster recovery sites.

3. Strengths and Weaknesses 

•	 List of the strengths of the business's current technology infrastructure.
•	 List of the weaknesses of the business's current technology infrastructure.

Strengths Weaknesses
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4. Recommendations for Improvement
•	 Recommendations for improving the hardware and software inventory.
•	 Recommendations for improving the network infrastructure.
•	 Recommendations for improving security measures.
•	 Recommendations for improving disaster recovery capabilities.

Recommendations for 
improving the hardware 
and software inventory

Recommendations for 
improving the network 
infrastructure

Recommendations 
for improving security 
measures

Recommendations 
for improving disaster 
recovery capabilities
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5. Action Plan

•	 Prioritized list of actions to be taken to address the recommendations for 
improvement.

•	 Allocation of resources for each action item, including funding, staff, and 
timeline.

Action Items Funding Staff Timeline Process 
Improved
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Future 
Trends 
And 
Emerging 
Technologies
Future trends and emerging technologies are constantly 
changing and can have a significant impact on how 
businesses operate. 

It's like weather forecasting; just like meteorologists forecast 
the weather for the future, it's important for business 
leaders to keep an eye on future trends and emerging 
technologies that could potentially disrupt their industry or 
create new opportunities.
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Some examples of emerging technologies that are currently gaining traction 
include artificial intelligence, the Internet of Things (IoT), blockchain, and virtual 
and augmented reality. These technologies have the potential to revolutionize 
industries, from healthcare to finance to retail.

Artificial intelligence, for example, can be used to automate repetitive tasks, 
improve decision-making, and personalize customer experiences. The Internet 
of Things can be used to connect devices and machines, enabling new forms 
of data collection and analysis. Blockchain can be used to create secure and 
transparent digital transactions. Virtual and augmented reality can be used to 
create immersive experiences and new ways of training and learning.

Think of a chef that is always 
experimenting with new ingredients, 
techniques, and technologies to create 
new and exciting dishes. Similarly, 
business leaders should be open to 
experimenting and exploring new 
technologies that could potentially 
help their business to grow.
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It's important to note that just because a technology is emerging or trending, 
doesn't mean it's the right fit for every business. It's important to evaluate the 
potential impact and ROI for your organization. Like a chef must evaluate whether 
the new ingredient will complement the taste of the dish or not.

Future trends and emerging technologies are constantly evolving and have the 
potential to significantly impact businesses. It's important for business leaders to 
stay informed and be open to exploring new technologies that could potentially 
create new opportunities or disrupt their industry. So, in the same way that a chef 
experiments with new ingredients, new technologies should be evaluated for their 
potential impact and ROI for the organization before implementation.

Activity: Evaluate The Potential Impact And 
Roi Of Emerging Or Trending Technologies

Instructions:

1.	 Using the table below, identify the emerging or trending technology you want 
to evaluate. For example, let's say it's artificial intelligence (AI) for customer 
service. 

2.	 In the Technology column, write "AI for customer service." 

3.	 In the Potential Impact column, brainstorm and list all the potential benefits 
and improvements that AI for customer service can bring to your business. 
For example, it can improve response times, reduce costs, increase customer 
satisfaction, etc. 
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4.	 In the ROI column, estimate the potential return on investment for 
implementing AI for customer service. For example, calculate the cost savings 
from reduced labor costs, improved efficiency, or increased revenue from 
improved customer satisfaction. 

5.	 In the Risks column, identify and list the potential risks associated with 
implementing AI for customer service. For example, it could lead to decreased 
personalization or quality of service, and it may require significant investment in 
new hardware or software. 

6.	 In the Challenges column, identify and list the potential challenges that your 
business may face when implementing AI for customer service. For example, 
you may need to hire new staff with AI expertise or provide additional training 
for existing staff. 

7.	 Finally, review the table as a team and weigh the potential impact, ROI, risks, 
and challenges of implementing AI for customer service. Use this information 
to determine whether AI for customer service is the right fit for your business or 
whether it's better to wait until the technology matures further. 
 

Use this activity to evaluate the potential impact and ROI of emerging or trending 
technologies and make informed decisions about whether or not your business 
can benefit from them.
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Technology Potential Impact ROI Risks Challenges

Example: AI for 
customer service

- Improve response 
times

 - Reduce costs

 - Increase customer 
satisfaction

- Cost savings from 
reduced labor costs

 - Increased revenue 
from improved 
customer satisfaction

- Decreased 
personalization or 
quality of service

 - Significant 
investment in new 
hardware or software

- Hire new staff with 
AI expertise 

- Provide additional 
training for existing 
staff
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Budgeting and cost management for technology are crucial 
aspects of running a successful business. 

Just like a person managing their household expenses, a business 
needs to plan and manage its technology expenses to ensure it 
stays within budget and achieves its goals.

Budgeting 
And Cost 
Management 
For 
Technology
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Effective budgeting and cost management for technology starts with 
understanding your organization's technology needs and goals. So it is critical to 
start by identifying which technologies are essential for your business to function, 
as well as which technologies will drive growth and innovation. Prioritize your 
technology expenses and allocate the budget accordingly.

In the same way that you make a list of items you need for grocery shopping, plan 
your meals, and stick to your budget, a business needs to create a list of technology 
needs, prioritize them, and stick to the budget.

Once you have a clear understanding of your technology needs and budget, you 
can start looking at ways to manage costs. This can include negotiating better 
prices with vendors, exploring open-source alternatives, and implementing 
cost-saving measures such as cloud computing and software as a service (SaaS) 
solutions.

It's also important to keep in mind that technology is constantly evolving, and new 
and better solutions are becoming available all the time. Just like grocery shopping, 
a business should review its technology expenses regularly and make adjustments 
as needed.

Overall, budgeting and cost management for technology are crucial aspects of 
running a successful business. It starts with understanding your technology needs 
and goals, prioritizing them, and allocating budget accordingly. So, plan what 
you need, prioritize, and stick to your budget. It's also important to review your 
technology expenses regularly and make adjustments as needed to ensure you 
stay within budget and achieve your goals.
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Activity: Budgeting And Cost 
Management For Technology

Instructions:

1.	 Identify the technology-related expenses you need to manage. For example, 
this could include hardware, software licenses, maintenance and support, cloud 
services, or personnel costs. 

2.	 You can use the table below or create a spreadsheet to track these expenses 
over time. List the items in the first column, and use subsequent columns 
to track the costs over a specified period of time (e.g., monthly, quarterly, or 
annually). 

3.	 Assign each item a category (e.g., hardware, software, cloud services, personnel) 
to help you identify where your technology expenses are concentrated. 

4.	 For each item, determine the frequency of the expense (e.g., one-time purchase, 
annual renewal, monthly subscription). 

5.	 Estimate the cost of each item and input the values into the appropriate 
columns. 

6.	 Regularly review your technology expenses to identify cost-saving opportunities. 
You can do this by: 
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- Comparing expenses to industry benchmarks and identifying areas where 
your costs are higher than average. 
 
- Identifying areas where you can consolidate or eliminate services that are 
underutilized or unnecessary. 
 
- Identifying areas where you can negotiate better rates or terms with vendors 
or service providers. 

7.	 Consider setting up alerts or notifications to ensure that you don't miss any 
renewals or subscriptions. 

8.	 Finally, use the data you've collected to develop a technology budget for the 
upcoming year. This should include estimates for any anticipated changes in 
technology expenses, as well as allowances for unexpected expenses.

 
You can customize this table to include additional items, categories, or 
timeframes, as well as any additional notes or comments that may be relevant 
to each item. 

By tracking technology expenses over time, you can identify trends and 
opportunities for cost optimization, which can help you to better manage your 
technology budget. 
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Item Category Frequency Jan 2023 Feb 2023

Example 1: Desktop 
computers Hardware One-time purchase $12,000

Example 2: Microsoft 
365 Software Monthly subscription $150

Example 3: Website 
hosting Cloud services Annual renewal $1,200

Example 4: IT support Personnel Monthly contract $3,000
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Mar 2023 Apr 2023 May 2023 Jun 2023 Jul 2023

$150 $150 $150 $150 $150

$3,000 $3,000 $3,000 $3,000 $3,000
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Aug 2023 Sep 2023 Oct 2023 Nov 2023 Dec 2023

$150 $150 $150 $150 $150

$3,000 $3,000 $3,000 $3,000 $3,000
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Technology 
Compliance 
And 
Regulatory 
Requirements

Technology compliance and regulatory requirements 
are essential for any business that uses technology to 
operate. 

It's like following traffic laws to ensure the safety of yourself 
and others on the road. 
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Businesses need to ensure that their technology usage is compliant with laws and 
regulations to protect their customers and the company from potential risks.

There is a wide range of laws and regulations that businesses need to be aware of, 
depending on the industry and location. Examples include data protection laws, 
such as the EU's General Data Protection Regulation (GDPR) and the California 
Consumer Privacy Act (CCPA), as well as cybersecurity laws and regulations, such 
as the Payment Card Industry Data Security Standards (PCI DSS) and the Health 
Insurance Portability and Accountability Act (HIPAA).

Think of this similarly to how a construction site must comply with safety 
regulations to ensure the safety of workers and the public. In the same way, 
businesses must comply with technology regulations to ensure the safety of 
customers and the company.

To ensure compliance with technical regulations, businesses need to have a solid 
understanding of the laws and regulations that apply to them and have policies 
and procedures in place to ensure compliance. This can include regular audits, staff 
training, and incident response plans.

It's important to note that technical regulations are constantly changing and 
evolving, just like construction regulations. So businesses need to stay informed and 
adapt as necessary to ensure they are always compliant.

Technology compliance and regulatory requirements are essential for any business 
that uses technology to operate. It's like following the traffic laws; it's important 
to ensure that their technology usage is compliant with laws and regulations 
to protect their customers and the company from potential risks. To ensure 
compliance, businesses need to have a solid understanding of the laws and 
regulations that apply to them and have policies and procedures in place to ensure 
compliance. Businesses need to stay informed and adapt as necessary to ensure 
they are always compliant.
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Disaster 
Recovery 
And 
Business 
Continuity

Disaster recovery and business continuity are critical 
components of any organization's technology 
management strategy. 

They ensure that a business can quickly and effectively 
respond to and recover from unexpected disruptions, such 
as natural disasters, power outages, or cyber-attacks.
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Think of disaster recovery and business continuity as insurance policies for your 
business. In the same way you insure your home and car to protect against 
potential losses, you need to have a plan in place to protect your business from 
potential disruptions.

Disaster recovery is the process of restoring normal operations after a disaster or 
disruption occurs. This typically involves having backup systems and data in place, 
as well as procedures for restoring access to systems and data in the event of a 
disruption.

Business continuity, on the other hand, is the process of ensuring that a business 
can continue to operate during and after a disruption. This involves identifying 
essential systems and processes and having plans in place to maintain or quickly 
resume these functions during a disruption.

Having a plan in place for disaster recovery and business continuity is like a lifeboat 
for your company. In the same way that a lifeboat is a backup plan to ensure the 
safety of passengers in case of an emergency, your disaster recovery and business 
continuity plans are backup plans to ensure the safety and continuity of your 
business in case of a disruption.
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Activity

Instructions:

1. Conduct a risk assessment to identify potential threats and vulnerabilities that 
could impact your organization. This could include natural disasters, cyber-attacks, 
power outages, or human error.

Threat/Vulnerability Likelihood Potential 
Impact Risk Level Mitigation Plan

Example 1: Cyber-Attack High High 9 Implement network security controls and 
regular security training for employees

Example 1: Power Outage Medium High 6 Implement network security controls and 
regular security training for employees



83 | © gardenpatch

2. Identify critical systems and processes that are essential for the organization 
to function. This could include IT infrastructure, key applications, or business-
critical processes.

3. Develop a detailed response and recovery plan for each critical system 
or process. This should include specific steps to be taken in the event of a 
disruption or outage, as well as roles and responsibilities for each member of 
the team. Please, see the table below for an example of how you can start to 
develop something like this:

Step Activity Assigned To Deadline

1 Identify critical systems and processes that are 
essential for the organization to function IT Manager 2 weeks

2
Define specific steps to be taken in the event of 
a disruption or outage for each critical system or 
process

IT Team 4 weeks

3 Assign roles and responsibilities for each member 
of the team for each critical system or process IT Manager 4 weeks

4
Develop a communication plan for notifying 
stakeholders and providing updates during a 
disruption or outage

Communications Team 6 weeks

5 Test the response and recovery plan for each 
critical system or process IT Team 3 months

6 Review and update the response and recovery plan 
on a regular basis IT Manager Annually
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1.	 Test the response and recovery plan to ensure that it is effective and that 
all team members are familiar with their roles and responsibilities. This can 
include tabletop exercises, simulations, or full-scale drills. 

2.	 Update the response and recovery plan as needed to reflect changes in 
the organization, new threats or vulnerabilities, or lessons learned from 
previous testing. 

3.	 Regularly review and update the plan to ensure that it remains relevant 
and effective.

Use this activity to identify potential threats and vulnerabilities and prioritize 
your resources to mitigate the highest-priority risks. This can help to reduce 
the likelihood and impact of disruptions and improve your organization's 
ability to respond and recover in the event of an incident.
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Cloud computing is a model for delivering technology services 
over the internet rather than through traditional on-premises 
infrastructure. 

It's like renting a house instead of buying one.

Budgeting 
And Cost 
Management 
For 
Technology
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Instead of owning and maintaining your own servers, storage, and other hardware, 
you can access these resources on demand from a cloud provider, such as Amazon 
Web Services (AWS), Microsoft Azure, or Google Cloud Platform (GCP).

Cloud computing offers several key benefits for businesses, including scalability, 
flexibility, and cost savings. Scalability allows businesses to quickly and easily 
adjust the number of resources they need as their business grows. Just like in a 
house, you can add rooms or change the layout as your family grows. Flexibility 
allows businesses to access resources from anywhere with an internet connection. 
And cost savings come from not having to invest in and maintain expensive on-
premises infrastructure. 

There are several different types of cloud computing services, including:

•	 Infrastructure as a Service (IaaS), which provides virtualized computing 
resources, such as servers and storage.

•	 Platform as a Service (PaaS), which provides a platform for developing and 
deploying applications.

•	 Software as a Service (SaaS), which provides access to software applications over 
the internet. 

Cloud computing is almost like renting a car. With cloud computing, you can rent 
the specific technology resources you need when you need them, and you only pay 
for what you use. With a car you would like to rent, you pick the model, the duration, 
and the features you need, and you only pay for what you use.

With cloud computing, you can access technology resources on demand from 
a cloud provider and benefit from scalability, flexibility, and cost savings. Get the 
specific technology resources you need when you need them.
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Mobile 
And 
Remote 
Work

Mobile and remote work are becoming increasingly 
common in today's business environment. With the rise 
of smartphones, tablets, and other mobile devices, as well 
as advances in communication and collaboration tools, 
it's now possible for employees to work from anywhere at 
any time.
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Mobile and remote work offers several benefits for businesses, including 
increased productivity and flexibility, reduced costs, and improved employee 
satisfaction.

Think of it like having a virtual office. A virtual office allows you to have a 
professional mailing address and access to meeting rooms without having a 
physical office. Mobile and remote work allows employees to access the tools and 
resources they need to be productive from anywhere.

To effectively implement mobile and remote work, businesses need to have 
the right technology and tools in place, such as mobile devices, cloud-based 
collaboration and communication tools, and secure remote access solutions. 
It's also important to have clear policies and guidelines in place to ensure that 
employees are aware of their responsibilities and how to stay productive and 
connected while working remotely.

One of the most important things to consider when implementing mobile and 
remote work is security. Just like a virtual office provider will ensure the security 
of their facility, businesses need to ensure the security of their data and devices 
when employees are working remotely. This can include implementing mobile 
device management solutions, securing remote access, and providing employee 
training on security best practices.

Mobile and remote work is becoming increasingly common in today's business 
environment, and it offers several benefits for businesses, including increased 
productivity and flexibility, reduced costs, and improved employee satisfaction. 
To effectively implement mobile and remote work, businesses need to have the 
right technology and tools in place, clear policies and guidelines, and a strong 
focus on security.
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Activity: Mobile and Remote Work Best Practices Challenge

Objective: To encourage employees to adopt better practices for mobile and 
remote work and to increase awareness of the challenges and opportunities 
presented by these modes of work.

Instructions:

1.	 Form teams: Divide employees into teams of 3-5 members. 

2.	 Set rules: Set clear rules for the challenge, including the length of the challenge 
(e.g., 2 weeks), the expected outcomes (e.g., best practices adopted by 
employees), and the judging criteria (e.g., creativity, practicality, impact). 

3.	 Educate employees: Before the challenge begins, provide employees with 
resources and training on best practices for mobile and remote work. This can 
include online courses, webinars, and resources like articles, blogs, and podcasts. 

4.	 Brainstorm: Encourage teams to brainstorm and research best practices 
for mobile and remote work. They can use their own experiences, resources 
provided by the company, and external resources to come up with ideas. 

5.	 Develop best practices: Each team should develop a list of best practices 
for mobile and remote work, including tips and tricks for staying productive, 
communicating effectively, and maintaining work-life balance. Teams can use 
tools like Google Docs, Trello, or Asana to collaborate and share their ideas. 
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6.	 Share best practices: Once the best practices have been developed, each team 
should share their list with the rest of the company. This can be done through a 
presentation, a video, or a written report. 

7.	 Judge and award: A panel of judges should review the best practices submitted 
by each team and select the winning team. The winning team should be 
awarded a prize, such as a gift card or a day off. 

8.	 Implement best practices: The company should encourage all employees to 
adopt the best practices developed by the winning team. This can be done 
through training, workshops, and other resources. 
 

By following these steps, you can encourage your employees to adopt better 
practices for mobile and remote work while also increasing awareness of the 
challenges and opportunities presented by these modes of work.
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Collaboration 
And 
Communication 
Tools

Collaboration and communication tools are essential for 
any business that wants to be productive and efficient. 

These tools enable employees to work together, share 
information, and stay connected, regardless of where they 
are located.
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Just like a team sport requires coordination, communication, and collaboration 
between players to achieve success, a business requires coordination, 
communication, and collaboration between employees to achieve success.

There are a wide variety of collaboration and communication tools available, 
including:

•	 Email and instant messaging, which allow employees to communicate and 
share information in real-time

•	 Video conferencing and web conferencing, which allow employees to hold 
meetings and collaborate remotely

•	 Project management tools, which allow teams to track progress and share 
information on projects

•	 Social media and internal forums, which allow employees to share ideas, ask 
questions, and network with each other

To effectively implement collaboration and communication tools, businesses need 
to understand the specific needs of their employees and select the tools that best 
meet those needs. It's also important to provide training and support for employees 
to ensure they are able to effectively use the tools.

Just like a team sport requires a coach to guide and train 
the team, businesses need to have a clear communication 
strategy and guidelines in place, to ensure that employees are 
aware of the communication and collaboration expectations, 
and how to stay productive and connected.

Collaboration and communication tools are essential for any business that wants 
to be productive and efficient. These tools enable employees to work together, 
share information, and stay connected, regardless of where they are located. For 
your business to be successful, you need to understand the specific needs of your 
employees and select the tools that best meet those needs. it is also critical that 
you provide training and support and have a clear definition of what success looks 
like for everyone involved.
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Using 
Technology 
To Promote 
Your 
Business 
Online
Using technology to promote your business online is a 
powerful way to reach new customers and grow your 
business. 

With the rise of the internet and social media, businesses 
now have access to a vast and diverse audience that they 
can reach with minimal cost and effort.



98 | © gardenpatch

In the same way that billboard advertising can reach a wide audience and convey 
your message to the right people at the right time, using technology to promote 
your business online allows you to reach a wide audience and target specific groups 
of people with your message.

There are many ways to use technology to promote your business online, including:

•	 Creating a website that showcases your products or services
•	 Using social media platforms to connect with potential customers and build a 

community around your business
•	 Utilizing search engine optimization (SEO) to improve your website's visibility in 

search engine results
•	 Running online advertising campaigns to target specific groups of people with 

your message
•	 Creating and sharing valuable content that helps educate and inform your 

audience

To effectively use technology to promote your business online, you need to have a 
solid understanding of your target audience and the platforms and tools that they 
use. It's also important to have a clear and consistent message that aligns with your 
brand and resonates with your target audience.

Just like billboard advertising, you have to make 
sure that your message is clear, consistent, and 
relevant and that it reaches the right people at the 
right time.

Using technology to promote your business 
online is a powerful way to reach new customers 
and grow your business. There are many ways to 
use technology to promote your business online, 
including creating a website, using social media, 
utilizing search engine optimization, running online 
advertising campaigns, and creating and sharing 
valuable content.
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Start by developing a solid understanding of your target audience and the 
platforms and tools that they use. Plus, having a clear and consistent message that 
aligns with your brand and resonates with your target audience goes a long way in 
attracting and retaining clients. 

Activity: Digital Marketing Workshop

Objective: To help businesses understand and use digital marketing tools and 
strategies to promote their business online.

Instructions:

1.	 Set up a workshop: Organize a digital marketing workshop for the employees 
of the business, including the marketing team and other interested employees. 

2.	 Start with the basics: Start the workshop with an introduction to digital 
marketing, including the different types of digital marketing, its benefits, and its 
impact on the business. 

3.	 Identify the target audience: Help the business identify its target audience and 
understand its preferences, behavior, and interests. Encourage them to create 
personas for their target audience and use them in their marketing strategies. 

4.	 Use the right tools: Introduce the business to the different digital marketing 
tools and platforms, including social media, email marketing, SEO, PPC, and 
content marketing. Provide a brief overview of each tool and its benefits. 

5.	 Develop a digital marketing strategy: Encourage the business to develop a 
digital marketing strategy that aligns with its business goals and objectives. 
Help them identify the right mix of tools, content, and messaging to reach their 
target audience. 
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6.	 Implement and track progress: Help the business implement its digital 
marketing strategy and track its progress using analytics tools. Encourage 
them to make adjustments as needed based on the data they receive. 

7.	 Provide ongoing support: Provide ongoing support and training to the 
businesses as they continue to use digital marketing to promote their 
business online. Encourage them to share their successes and challenges with 
the group and learn from each other. 

Use this activity to gain a better understanding of digital marketing tools and 
strategies and develop a plan to promote their business online. This can help 
them reach a wider audience, build brand awareness and loyalty, and increase 
their customer base.
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Technology 
Training

Technology training is essential for any business that 
wants to stay competitive and make the most of the 
technology it uses. It's like learning to drive a car; just 
like learning to drive a car, technology training enables 
employees to operate and utilize technology efficiently 
and effectively.
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Technology training can take many forms, such as online tutorials, in-person 
workshops, and one-on-one coaching. It can cover a wide range of topics, such as 
how to use specific software, how to improve productivity, and how to stay secure 
online.

Think of a sports team. Just like sports training helps athletes improve their skills, 
technology training helps employees improve their technology skills.

To effectively implement technology training, you need to identify the specific 
technical skills that employees need to be trained on. It's also important to provide 
training that is tailored to the needs of different employees and to offer ongoing 
training to keep employees up to date with new technologies and best practices.

Overall, technology training is essential for any business that wants to stay 
competitive and make the most of the technology it uses. It's like learning to 
drive a car; it enables employees to operate and utilize technology efficiently and 
effectively. 

It's also important to have a training culture within 
the organization; just like an athlete needs to have 
a training schedule and discipline to improve, 
employees also need to have a training culture and 
discipline to improve their technology skills.
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Activity: Technology Training Survey

1.	 Create a survey to identify the specific technical skills and training needs of 
employees. The survey should include questions such as: 

•	 What are your current job responsibilities?
•	 What technology skills do you currently possess?
•	 What technology skills do you think are important for your role?
•	 What technology skills do you feel you need to improve?
•	 What technology skills do you think will be important in the future?
•	 How do you prefer to learn new technology skills (e.g., online courses, in-person 

training, self-paced learning)? 

2.	 Distribute the survey to all employees and encourage them to complete it. You 
can use an online survey tool like Hubspot, SurveyMonkey, or Google Forms to 
create and distribute the survey. 

3.	 Analyze the survey results to identify the most common technical skills and 
training needs across different job roles and departments. Use this information 
to prioritize the development of training programs that will be most relevant 
and beneficial to your employees. 

4.	 Develop tailored training programs that meet the specific needs of different 
employee groups. You can use a variety of training methods, such as online 
courses, in-person workshops, self-paced learning materials, and one-on-one 
coaching sessions, to accommodate different learning styles and preferences. 

5.	 Track the progress of employees' technology training and provide ongoing 
training to keep them up to date with new technologies and best practices. 
You can use online learning platforms like Coursera or Udemy to provide access 
to a wide range of technology courses and resources and use internal training 
sessions or team meetings to share knowledge and best practices within your 
organization.
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By using a technology training survey to identify the specific needs and 
preferences of your employees, you can develop targeted training programs that 
are more effective and engaging. This approach can help you to improve the 
technical skills and competencies of your employees, which in turn can lead to 
better business outcomes and higher employee satisfaction.
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Technology plays a critical role in the 
operation and success of any business. 
By effectively managing the technology 
used in your business, you can improve 
efficiency, streamline processes, and 
ultimately drive growth and profitability. 
This workbook provides practical tips 
and tools to help business owners better 
understand and manage the technology 
used in their business, from hardware 
and software to cybersecurity and data 
management. It offers a comprehensive 
guide to making informed decisions when 
it comes to technology and how to use it to 
achieve your business goals.

We would like to thank you for purchasing 
this workbook and for choosing 
gardenpatch. We are dedicated to helping 
businesses be more successful and 
sustainable. We understand that running a 
business can be challenging, and that's why 
we offer a variety of workbooks to help you 
achieve your goals.

CONCLUSION
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Along with this technology workbook, we 
also offer a marketing workbook, a sales 
workbook, a service workbook, a people 
workbook, and an operations workbook. All 
of these workbooks can be found on our 
website, and they are designed to help you 
improve different areas of your business.

Our goal at gardenpatch is to empower 
business owners with the knowledge 
and tools they need to make informed 
decisions and take control of their 
businesses. By using the information 
provided in this workbook, you can take 
control of the technology used in your 
business and use it to achieve your goals. 
We hope that this workbook has been 
valuable to you and that you will continue 
to use it as a reference guide in the future.



ON YOUR COMPLETED
WORKBOOK!

CONGRATULATIONS
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Glossary 
Of Digital Marketing Terms
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•	 Cloud Computing: A model for delivering information technology 
services in which resources are made available to customers over the 
internet on a pay-per-use basis. 

•	 Cybersecurity: The practice of protecting devices, networks, and 
sensitive information from unauthorized access, use, disclosure, 
disruption, modification, or destruction. 

•	 Data Backup: The process of creating a copy of important data to 
protect against data loss due to hardware failure, software bugs, or 
human error. 

•	 Data Encryption: The process of converting plaintext into unreadable 
ciphertext to protect sensitive information from unauthorized access. 

•	 Data Management: The process of organizing, storing, and 
maintaining data in a way that ensures its accessibility, integrity, and 
security. 

•	 Data Recovery: The process of restoring lost, inaccessible, or 
corrupted data. 

•	 Firewall: A network security system that monitors and controls 
incoming and outgoing network traffic based on predetermined 
security rules. 

•	 Hardware: Physical components of a computer system, such as the 
CPU, memory, storage, and peripherals. 
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•	 Internet of Things (IoT): The interconnectivity of devices that are 
embedded with sensors, software, and network connectivity, allowing 
them to collect and exchange data. 

•	 IP Address: A numerical label assigned to each device connected to a 
computer network that uses the Internet Protocol for communication. 

•	 Malware: Software that is designed to harm a computer system, such 
as viruses, trojans, and worms. 

•	 Network: A group of interconnected devices that can communicate 
with each other. 

•	 Operating System (OS): A software that manages the hardware 
resources of a computer and provides a platform for running 
applications. 

•	 Patch Management: The process of identifying, testing, and installing 
software updates to fix vulnerabilities or improve functionality. 

•	 Phishing: The practice of using fraudulent emails or websites to trick 
individuals into revealing sensitive information, such as passwords or 
credit card numbers. 

•	 Remote Access: The ability to access a computer or network from a 
remote location. 

•	 Ransomware: Malware that encrypts a victim's files and demands a 
ransom payment in exchange for the decryption key. 

•	 Router:  A device that forwards data packets between computer 
networks.
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•	 Software: Programs and applications that run on a computer. 

•	 Spam: Unsolicited electronic messages, typically sent in bulk. 

•	 VPN: Virtual Private Network, a secure connection between two 
or more devices over the internet. 

•	 Backup: A copy of data that is made and stored separately from 
the original data. 

•	 Cyber Attack: A deliberate attempt to disrupt or damage 
computer systems or networks. 

•	 Data Loss: The unauthorized or accidental deletion or corruption 
of data. 

•	 Disaster Recovery: The process of restoring a business's IT 
systems and data after a disaster. 

•	 Encryption: The process of converting plaintext into unreadable 
ciphertext to protect sensitive information. 

•	 Firewall: A security system that controls access to a network. 

•	 Hardware: The physical components of a computer system. 

•	 Malware: Software that is designed to damage or disrupt 
computer systems. 

•	 Network Security: Measures taken to protect a network and its 
connected devices from unauthorized access, use, disclosure, 
disruption, modification, or destruction.
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