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" . . . in a computerized age . .. there may be a tendency 
to mutake data for wudom, just 111 there has always been a 
tendency to confuse logic with values, and intelligence with 
insight. Unobstructed access Jo fact! can produce unlimited 
good only if it iJ matched by the desire and ability Jo find 
out what they mean and where they would lead. " 

"The biggest single need in computer technology iJ nol for 
improved circuitry, or enlarged capacity, or prolonged 
memory, or miniaturized container! but for better question! 
and better use of the answer:r. " 

Norman Cousins 
"The Computer and the Poet" 
Saturday Review 
July 23, 1966 
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Suffer linguistics' short tether ... 
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... For like chess or parades, 
liR.e love or charades ... 



S um:ssful projects grow ouc of chance 
encounters, coincidences, and good luck. 
The National Information Syscems 
Project is no exception. Three and a half 

years ago. the directors of five regional arcs agencies 
were in Carnbridge,Massachusccts, for their 
quanerly meeting. It was late in the afternoon. 
We had met all day in a comfortable living room 
before a warm fire:, but we were: tired and ready to 
retire to the kitchen for a few beers and the 
inevitable argumenc about which of us had the best 
region. There were the usual insupportable claims 
about the best conductors, art museums, ballet 
companies, sculptors, orchescra managers, and state 
arcs agency directors. Then someone said, "Our 
region has not only the best but the only ans 
computer system in the councry." There were: 
choruses of protesc:"We have one coo, and it's 
more: sophisticated than yours!" 

Suddenly the clamor stopped as we realized the 
impact of what was being said. Each of us was 
developing computer systems for ans management. 
Each of the: systems was being developed 
independently. Each system, when developed, 
would be: unique. We: would all be collecting 
information in our own way and there: would be 
no way to compare what we were collecting. We 
also realized that the situation could be very 
different. We could stop working independently 
and begin collaborating on one: very powerful, 
national system. Our five organizations, 
representing thirty-six state ans agencies, could 
begin to compile nationally compatible ans 
information. The beers were carried back to the 
living room as we began to think about a project 
which might involve the development of national 
information systems for the ans. 

Preface 

The timing was almost perfect for a major 
national project of this type.John K. Urice, then 
.Administrative Director of the Fine .Ans Council 
of Florida, had developed a computer system for 
his agency and was cager to do additional research. 
He was contracted to carry out an initial inventory 
and analysis of the use of computers in public 
arcs agencies, and his final report included 
recommendations on the future scructure and 
methodology of a national project. Heney Putsch 
of the National Endowment for the Arts' Office for 
Pannership (then called the Federal-State 
Partnership Program) was concerned about the 
lack of reliable national information about ans 
agencies and was willing to recommend a grant for 
such a project. Others at the .Ans Endowment, 
including Chairman Livingston Biddle and 
Deputy Chairman David Searles. gave their 
support to the project and coordinated computer 
development at the National Endowment for the 
Ans with the project's efforts. When the National 
Information Systems Project was finally underway, 
we were able co turn over the responsibility for 
systems development to two exceptionally gifted 
people, Mary Van Someren Cok, who supervised 
a Working Group of state and regional ans agency 
personnel, and Henry A. Bromelkamp, a systems 
consultant. It soon became apparent, however, 
chat the project was no longer one which was 
merely of interest to regional organizations, and 
during the second year. its adminiscration was 
turned over to the National Assembly of State 
Ans .Agencies. 
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This book reports the accomplishments of the 
National Information Systems Project and 
especially the work of a dedicated group of people 
from many agencies who came together and 
paiostilingly developed the systems reported 
here. First among them was Ellen Thurston, of 
the Center for Arts Information in New York, 
who provided cxpen coordination for the project. 
Members of the Working Group were: 

Diane Atywitz, Southem Ans Federation 
John Bos, New York State Council on the Arls 
Will Conner, Mid-America Arts Alliance 
Nash Cox, Kentucky Arl1 Commission 
Linda Evans, Wes/em States Arts Foundation 
Jill Falk, California Arts Council 
Frank Jacobson, Werlem States Arts Foundation 
Kathy Mohr, Affiliated State Arts Agencies 

of the Upper Midwest 
Lara C. Morrow, Great Ukes Arts Alliance 
Kathleen O'ConneU, New York Slate 

Council on the Ans 
John A. Reed, Kanras Art.r Commimon 
Anthony Tumey, Southern Arts Federation 

Advice and assistance were provided by: 
Jeanne G. Anderson, Office for Partnership, 

National Endowment for the Ans 
Ed Dickey, Office for Partnership, National 

Endowment for the Arl! 
Joseph Harris, AdminiJtraJive Services, 

National Endowment for 1he Arls 
Robert Olmsted, Dance Progmm, National 

Endowment for the Arts 
Joanne Pearlstein, Office for Partnership, 

National Endowment for the Arts 
Gretchen Wiest, National Assembly of 

Community Arls Agencies 

Those who served on the National Assembly of 
State Arts Agencies Policy Committee supervising 
this project were: 

John G. Coe, New Hampshire Commission 
on the Arts 

Nash Cox, Kentucky Arlt Commission 
Wayne Lawson, Ohio Arlt Council 
John Ondov, Minnesota State An-.r Board 
John A. Recd, Kansas A111 CommiJ.rion 
Franklin D. Schurz.Jr., Indiana Arts 

Commi.ssion 
Alden C. Wilson, Maine State Commi.r.rion 

on the A11.r and Humanities 
Gerald Yoshitomi, Westem States Am 

Foundation 
Peter Hero, Oregon Arts Commission 
Uda Rogers, Mississippi Ans Commission 

To all of these people, the National Information 
Systems Project owes a great deal of thanks. We 
arc also grateful to Roy Helms, Laura Hotchkiss, 
Geoffrey Platt, Jr., and Karl Stevenson, of the 
National Assembly of State Arts Agencies, who 
helped 2dminister the project, and we acknowledge 
David R. Cok and the staff members at the Center 
for Ans Information for their conuibutions to this 
book's development and publication. 

Information is power, and the systems described 
here provide a powerful tool to collect and 
organize nationally compatible information. But a 
tool is a means to an end, not the end itself. If 
these systems are put in place simply to collect 
information for its own sake, the National 
Information Systems Project will have been a 
failure. However, if the information is put to good 
use, if it assists in the internal administration of 
ans agencies and leads to a pool of useful 
knowledge about the ans in America, it will have 
been a success. It is our hope that the use of 
ans information will be as carefully planned as the 
development of the systems which now make its 
collection possible. 

Thomas Wolf 
Executive Director 
New England Foundation for the Arts 
former Project Direclor 
National Information Systems Project 

March, 1981 
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... Some things are done better together. " 



Introduction 
'Ihe National 

Information Systems Project 

Background 
In the United States, aru agencies on the 

national, regional, state, and community levels 
offer similar kinds of progwns and services. 
They give grants to artists and arts organizations, 
maintain events calendars and arts resource 
directories, publish newsletters, conduct 
workshops and research projectS, and offer 
technical assistance. They also, therefore, have 
similar information needs related to their own 
internal management, to the needs of the 
conscicuents they serve, and to the increasingly 
complex needs of the funding sources to which 
they repon. 

They must, for example, manage the process of 
reviewing and funding growing numbers of grant 
applications and developing grant histories to 
provide data for program analysis and planning. 
They must maintain large mailing lists and 
inventories of artists, exhibits, facilities, and 
organizations, and keep their accounts in 
accordance with public financial management 
standards. And aru agencies must report to 
legislators, contributors, and governing boards on 
the funds they disburse and services they render 
within specific geographic regions, progwns, and 
aru disciplines. In an effort to accomplish all of 
this within the: ubiquitous constraints of limited 
money, staff, and time, arts agencies have in the 
past five years begun to turn to computers and 
other automated methods of performing routine 
work and satisfying information needs. 

In late 1977, five regional aru agency directors, 
who envisioned the exchange of nationally 
compatible data on the ans, commissioned John 
K. Urice, then Administrative Director of the Fine 
Ans Council of Florida, to conduct a study of 
information systems in public arts agencies.* 
The intent of the Urice scudy was: 

• to determine what information systems 
existed within state and regional arts 
agencies; 

• to determine what systems were planned; 
• to determine what information was 

needed; 
• to evaluate the: feasibility of nationally 

compatible information systems; 
• to recommend how to proceed in the 

future. 
The Urice study was not limited to those state 

and regional arts agencies which had already 
curned to automated methods of solving 
information needs, nor was it restricted to those 
areas of arts agency management which were 
obviously applicable to computerization. Using 
site visits, telephone surveys, document reviews, 
and personnel interviews, Uricc: examined systems 
being used for mailing, accounting, grants and 
records management, correspondence, research, 
and indexing. 

*John K. Uricc, Con1ultanl's Report re Information Management Sy11ems for S1111e and Regio11111 ArtI 
Agencze1 ( 1978). 11 



12 

He found that in responding to common 
management problems and information needs, 
arts administrators had devised many systems -
some effective, others plagued with difficulties; 
some computerized, most not - and had a high 
degree: of interest in the: continued rapid 
development of such systems. The existing 
information systems were being developed 
independently, however, and thus, in Uricc:'s 
view, "the overall information needs of a region 
or the country were no closer to being met." The: 
creation of indc:pcndenc systems seemed "wasteful 
and redundant" and did noc "solve the basic need 
for compatible and comparable management 
information at a number of decision-making 
levels." 

These findings raised an imponant question: 
should ans leaders envision a computer or series 
of computers collecting data about the ans field 
and producing comparable statistics which would 
be useful on a national level? Uricc: said no, and 
recommended "abandoning as too expensive and 
impractical the concept of a national system of 
intetlocking computers." Rather, he advocated 
developing a special kind of compatibility in ans 
agency information systems - not that of 
identical machines and computer programs, bur a 
"national system of 'working definitions"' which 
would insure "that information and rc:pons 
developed from (ruts agency) systems would allow 
meaningful analysis and use." Urice further 
recommended developing "a model data base 
incorporating information which [arts agencies] 
need consistently." Once this had been achieved, 
collection of ans data on a national basis would 
be: possible. 

The Urice investigation was the first seep in 
beginning the national dialogue on information 
systems for public aru agencies. The: second step, 
that of implementing Urice's recommendations, 
is being carried out through the National 
Information Systems Project (NISP). 

Goals of the 
Nationallnfonnation 
Systems Project 

The National Information Systems Project is a 
four-year, federally funded program to establish a 
national standard for information systems in 
public ans agencies. Begun in September, 1978, 
the project was administered for one year by the 
New England Foundation for the Arts before 
being curned over to the: National Assembly of 
Stace Arts Agencies (NASAA) in 1979. These arc: 
the goals of the National Information Systems 
Project: 
I. To arrive at national compatibility in both the 

organization and labeling of information used 
by public ans agencies through: 
A. standardizing terms and definitions (e.g., 

similar labels for similar pieces of information); 
B. standardizing methods of collecting, 

organizing, and disseminating information 
(e.g., forms, repons, and other documents). 

II. To develop standard systems for: 
A. mailing lists - with the capability of 

selecting panicular constiruents for specific 
types of mail; 

B. grants management - with the capability 
of traeking the grant-making process and 
permitting analysis of grant programs by fiscal 
year, ans discipline, political or geographic 
area, organization, budget size, etc.; 

C. ans resource: directories - with the 
capability of providing detailed information 
on artists and arts organizations, pc:rf ormance 
and exhibition spaces, arts festivals, and 
prescntors of ans events. 

Ill. To make possible the exchange and analysis 
of comparable arts data on a national basis by: 
A. assisting state and regional arts agencies in 

implementing the standard systems with 
1. small grants for consultants, uaining, Staff, 

and equipment or computer programs; 
2. educational workshops, publications, and 

technical assistance; 
B. beginning dialogue among public arts 

agencies on future maintenance of and 
adherence to the standard systems, and on 
responsible use of the information which will 
be available. 



Since there arc many information needs within 
ans agencies, the task of selecting those to be 
addressed by NISP was a difficult one. The project 
investigated a variety of information systems 
before choosing those which it felt offered the 
best opponunity to serve the unique needs of 
individual agencies while simultaneously serving 
the need for ans information on a national scale. 
Mailing list, grants management, and ans resource 
directory systems were chosen because they were 
common to most agencies, and therefore provided 
occasion for crucial management improvement in 
many places. They also offered the greatest 
opponunity for national standardization, and 
could provide the kinds of information needed for 
national analysis of publicly funded ans agencies. 

The National Information Systems Project 
recognized, however, the vaJue of coordinated 
system planning for those agencies which would 
have the desire and resources to go beyond 
development of the three standard systems. For 
this reason, NISP systems were designed around a 
core list of ans agency constituents - a list whkh 
could serve as the basis for developmenc of 
additional information systems. Funhcrmore, the 
standard systems include some items of 
information offered on an optional basis, which, 
if maintained and augmented with other data, 
could provide a foundation for research on 
program evaluation, economic impact of the ans, 
per capita distribution of funds and services, 
constituent profiles, and so fonh. Finally, 
wherever appropriate, the NISP systems contain 
references co points where they could logically 
intersect with information systems not developed 
by the project. 

Structure 
The National Information Systems Project is 

directed by a Board-appointed Policy U>nuninee 
of the National Assembly of State Ans Agencies. 
This group of state and regional ans agency 
chairmen and staff members provides 
programmatic direction and considers policy 
questions arising in the cowsc of project activities. 

Actual development of the three NISP systems 
was accomplished during the project's first 
eighteen months by a Working Group of 
representatives from each regional and several state 
ans agencies. These representatives worked with 
staff members from the National Endowment for 
the Ans, arts service organizations, and a large 
network oflocal contact people in their regions 
and agencies. A project coordinator was charged 
with developing communication between NISP 
and ans agencies not otherwise in direct contact 
with the project and providing regular progr~ 

rcpons to the field. An independent systems 
consultant provided technical advice during all 
stages of project development. With the exception 
of the coordinator and consultant, all of the 
people involved in planning and executing NISP 
during its fuse two ycais were full-time ans 
administrators whose employers contributed their 
time and cxpcnisc to the project. 

Methodology 
During NISP's first year (1978·79), the Working 

Group concentrated on the first two project goals: 
1) arriving at national compatibility in the 
organization and labeling of information, and 
2) developing the three standard systems. 
Methodology centered on creation of the National 
Standard for Ans Information Exchange - a set of 
terms, definitions, and reporting requirements to 
be adopted by state, regional, and national ans 
agencies in their information systems. The 
National Standard is composed of system 
specifications for mailing lists, grants management, 
and eight ans resource directories. 

The Working Group developed each system in 
four steps. First, it researched similar systems 
currently in use; second, it developed working 
drafts of proposed system specifications for review 
and comment; third, it modified these drafts to 
incorporate corrections and improvements 
suggested by colleagues and advisers; and fourth, 
it released all three systems as the National 
Standard for Ans Information Exchange. 

The fuse step required gathering all documents 
used by state, regional, and national arts agencies 
for mailing, processing grant applications, and 
obtaining resource data. The resulting colleccion of 
logshccts, questionnaires, printed repons, 
guidelines, application forms, directories, mailing 
codes, and data cards provided a primary source of 
the terms and definitions later incorporated into 
system drafts. In addition, each agency completed 
questionnaires to help the Working Group 
inventory the scale and sophisticacion of existing 
systems as well as projected program growth and 
information needs. 

The Working Group then developed drafts of 
terms and definitions for corrunon items of 
information, adding to each system those 
additional pieces of information which would be 
needed for national analysis of publicly funded 
ans agencies. These drafts also included 
specifications for selecting information from a 
system and compiling it in useful repons. 

13 
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Structure of the 
National Information Systems Project 
October, 1978 ~ September, 1980 

NJSP Policy 
Committee 
ofNASAA 

I 

Project Director 
II 

II II II 

Project Coordinator I I Working Group Chairman I I Systems Consultant I 
' 

Arts Agencies not National 
affiliated with Regional Endowment 

Ans Agencies; for the Ans 

Ans Service Organizations 

I Working Group I 

Staff Representatives in each State Ans Agency 

When the Working Group had achieved a 
consensus on what each sys1em should include, it 
circulated the drafts co all state and regional ans 
agencies, the National Endowment for the Ans, 
and arts service organizacions, and published them 
in the NASAA News/el/er. Commems, questions, 
and suggescions for revision were relayed co the 
Working Group from all parts of the field and 
addressed by it at subsequent meetings. New 
system drafts were developed and again 
distribuced for review and comment. This step 
was repeated several times for each system 
under consideration. 

At last, when it appeared that issues had been 
addsc:ssed adequately, the Working Group 
released the three finished systems comprising the 
National Standard for Ans Information Exchange 
in a Preliminary Report dated January l, 1980, 

and in subsequent repons on February 1 and May 
16, 1980. All components of the National 
Standard systems are published mgether for the 
first cime on pages 105-167. 

As the Working Group was completing 
development of the Mailing List, Grants 
Management, and Ans Resource Directory 
Systems in late 1979, the second year of NISP 
( 1979-80) saw a shift to the projccc's third goal 
- making possible the nationaJ exchange and 
analysis of comparable ans data. F01 this to be 
accomplished, the NISP systems had to be put 
into use by the ans agencies for which they were 
designed. Furthermore, ans administrators in 
those agencies had to begin learning about the 
implications of introducing new and possibly more 
compkx methods of meeting their information 
requirements. 



Systems implementation began with the 
availabiliry of small block grants from the project 
to state and regional ans agencies adopting some 
or all of the NISP systems. Nearly every eligible 
agency applied for and received a block grant for 
developing systems in compliance with the 
National Standard. Grants were used co purchase 
or operate equipment, hire consultants, train staff 
people, update files, and prepare data for 
conversion to new systems. 

To encourage the exchange of resources and 
advice among agencies implementing the National 
Standard, NISP compiled an index of summary 
information on both the manual and automated 
information systems existing in or proposed for 
each state and regional arts agency. Maintained by 
the project's systems consultant, the index is 
intended to help arts administrators learn what is 
being planned and developed or what has been 
accomplished successfully elsewhere. It will be 
updated as arts agencies change their information 
systems. 

Additional NISP efforts included a series of 
meetings at the National Endowment for the Ans 
to work on Endowment systems and report 
documents, as well as regional workshops and 
training sessions for ans agency staff members. 

Accomplishments 
The National Information Systems Project has 

established a national terminology for information 
management in public ans agencies and has laid 
the groundwork for meaningful studies of public 
arts funding in the United States. It has 
accomplished part of the systems design work that 
needs to be completed in developing any mailing, 
grants management, or directory system, and 
through its block grants, most state and regional 
arcs agencies arc able to begin working toward 
national compatibility in organizing and reporting 
basic management data. It has begun to train 
scores of arts agency staff people throughout the 
country to assist them in better information 
management and has precipitated dialogue at a 
national level about furure federal arts information 
requirements. 

1beFuture 
While NISP will continue to offer financial and 

technical assistance to agencies implementing the 
National Standard and will increase its effons to 
foster the sharing of information management 
skills and resources in the future, emphasis will be 
placed on planning for the time when all state, 
regional, and national ans agencies are able to 
provide comparable data about their programs and 
constiruents. In preparation for that day, the 
National Information Systems Project is 
committed to developing and supporting policies 
which will guide future maintenance of and 
adherence to the National Standard for Ans 
Information Exchange, and to continuing 
dialogue among arts agencies on the responsible 
use of the information which will be available. 

Mary Van Someren Cok 
Project Director 
National Information Systems Project 

15 





Part I 



. .., Why Orgaruze. 



Chapter I 
What Are 

Infonnation Systems? 

M ost of us have a natural bent toward 
organization. Ir is what compels us to 

keep our socks in one drawer and our underwear 
in another. Without systems for organizing our 
~ions - two drawers and the decision to keep 
underwear in the one on the top and socks in the 
one on the bonom - we would spend most of 
our time looking for things. 

The need for systems is even more critical when 
we consider information - the faces and figures 
we need to conduct our personal and busincs.s 
affairs. While our possessions may be distinctive 
objects which we can find by rummaging through 
a drawer or searching a shelf, information is often 
a word, number, address, or dace hidden elusively 
in a bulging file cabinet. Fortunately, and often 
without our being aware of it, our lives arc made 
simpler by systems which organize information. 
The recipe file which separates soups from salads, 
the telephone directory whlch divides the Johnson's 
from the Johnston's, and the airline reservation 
computer which avoids assigning two passengers co 
seat l 2C arc examples of information systems 
which most of us take for granted. We would all 
concede the value of our employer's payroll 
system, but how often do we think of our bills­
which tell us whom we owe and why- or the 
bank statement which arrives in the mailbox each 
month, as the produces of helpful systems? Yet 
each of these illusuaces information organized in a 
manner necessary and useful for us to simplify our 
activities and meet our obligations. For we all need 
information - we create it, we exchange it, we 
receive and manipulate it, or arc f rustraccd when 
it is not available - and without systems co organize 
that information, our lives would be chaotic. 

What is a System? 
Because of the frequency with which we: use the 

word "system" and the many contexts in which the 
term arises, we will do well to cake a closer look 
at what a "system" is. We talk about computer 
systems, manual systems, standard systems, 
information systems. People: and organizations 
have: systems, make: systems, use systems. And 
systems themselves arc said co do things like 
accounting, mailing, research, scheduling, billing, 
and so forth. What, then, is a "system"? 

A helpful way to approach this copic is by 
considering four ways of defining "system"; each is 
useful in our attempt to understand systems as 
methods for organizing the information we use to 
manage arcs agencies. 

First, the word "system" is frcquendy used to 
describe a set or arrangement of things so related 
or connected to perform a specific function thac 
they arc: considered a single unit. A system co light 
a fire, for example, might include two sticks, some 
bark, a pile of logs, and a skilled woodsman who 
can make the raw macerials ignite. A boy scout's 
more advanced system would substiruce a spark­
producing piece of flint for the two sticks and add 
kerosene to the bark. A home owner might utilize 
marches, newspaper for kindling, and a bellows to 
produce a fire in his fireplace. And the ultimate 
refinemcm is that of the suave executive who leans 
back in his chair, puts his feet up on the desk, and 
flicks the top of his gold cigarette lighter. Each of 
these systems, of course, has irs own advantages 
and drawbacks. The first requires the least 
equipment and the simplest supplies; the last 
requires the least skill. Each may be appropriate at 
ccnain times and in ccnain places. 19 
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Similarly, let us look at two typical payroll 
systems. The first includes the following "sec or 
arrangement of things": a calculacor which is used 
co determine the amount of pay, a typewriter to 
type the paycheck, a file drawer to store records, 
and a payroll clerk to perform these activities in a 
timely and accurate manner. A more sophisticated 
payroll sysccm could include a keyboard and screen 
used to record and look at payroll information, a 
computer which performs calculations and scores 
records, and a printer which automatically prints 
the paycheck. The former example is often called a 
"manual system," because although the payroll 
clerk uses a mechanical typewriter and an 
electronic calculator, he performs most functions 
"by hand." The latter example illusuatcs a 
"computer system." In each case, the system is 
defined in terms of a unified collection of people 
and equipment. 

Second, the word "system" is used to describe 
a set of rulei, instructions, or techniques for 
performing a specific function. In this sense, the 
payroll system could be a notebook or procedures 
manual which specifies when payroll checks arc 
written and for whom, how the payroD clerk 
determines each employee's rate of pay, how he 
records each transaction, where he files the records, 
who signs the com pieced checks, and in what order 
each step must be performed. It could also be a 
sequence of detailed instructions to a computer, 
written in a manner which the computer can 
interpret, which explain where to obtain payroll 
information, what calculations w perform with it, 
and where to put the results. Whether a booklet, 
as in the fim example, or a computer "program;' as 
in the second, the system is here defined in terms 
of sequential procedures and accompanying rules. 

Third, "system" can be defined as a classification 
plan or method of grouping and defining 
information used to perform a specific function. 
For example, a payroll system would include a 
group of records, each containing data on one 
employee (e.g., Employee Number, Employee 
Name, Employee Address, Marital Starus, 
Number of Dependents); that employee's job 
(e.g., Title, Oassification Number, Rate ofpay); 
and information needed to calculate his payroll 
(e.g., Hours Worked, Federal Tax Withheld, Stace 
Tax Withheld, FICA Tax Withheld). Such a 
system would define carefully each information 
iccm (e.g., Employee Number is the same as Social 
Security Number; Marital Status is "Single," 
"Married," or "Married but withholding at higher 
rate"), and describe any special restrictions which 
apply (e.g., Employee Name may not exceed 
thirty characters, including punctuation and 
spaces). Finally, ic would describe the format of 
monthly and quarterly management repons co be 
prepared for each employee record. Whether 
preparation of the paytoll is co be performed 
manually or by a computer, the system is defined 

in terms of the items of information to be used 
and all accompanying plans for organizing, 
describing, and reporting those dala elements. 

Finally, the word "system" is often defined as a 
composite of the above three definitions, namely 
a regulated, orderly method - which includes 
people, equipment, instructions, and data 
Jpecificatzons - used to accomplish a sec of 
specific functions . Conceived in this manner, a 
system is a powerful tool comprised of many 
interrelated parts, each of which is necessary to 
accomplish a given task, including that of 
organizing and using management information. 

What is an 
lnfonnation System? 

If we agree to define "system" in the broad sense 
described above, we are prepared to define an 
"information system" as any method - whether 
manual, mechanical, or electronic - for 
compiling and organizing similar pieces of data 
and performing specifJC procedures in order co 
serve the: management and information needs of 
an individual or organization. Such systems might 
include: 

• files 
• logsheets or logbooks 
• index cards 
• procedures manuals 
• lists 
• directories 
• office equipment 
• computers. 

They might be used for: 
• commercial orders and billing 
• inventory 
• mailing 
• research 
• bookkeeping 
• scheduling 
• subscriptions 
• grants management. 

Effective information systems arc those able to 
provide accurate, reliable answers with the greatest 
efficiency and speed and at the lowest cost. 
Accuracy and efficiency, for example, arc essential 
to a business beset by financial difficulties. A good 
accounting system must provide cash balances, 
accounts receivable, accounts payable, and other 
asset and liabiliry figures if managers arc co make 
timely and well-informed decisions. Likewise 
JjJeed is crucial to such businesses as stock 
exchanges, airlines, and wire services which rely on 
the ability to receive and transmit information 
instantly. And to the small agency trying co 
supplement its limited staff and budget with 
organized information, a system's cost is of utrnOSt 
concern. What will it gain from an expensive, 
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sophisticated information system if it laclcs the 
funds to implement decisions based on data which 
the system provides? Performance, timeliness, and 
cost are factors which surface repeatedly in any 
consideration of methods for compiling data and 
performing procedures to serve an agency's 
management information needs. 

As we have seen, information systems arc 
compostd of many parts, including people, 
machines, instructions, and data specifications. 
These pans work together as an organized whole 
to accomplish specific functions. Let us look at 
some ownples of manual, mechanical, and 
decuonic information syncms, considering typical 
system components, how each system stores 
necessary data, and what activities each performs 
to organize and process management information. 

Manual 
Infonnation Systems 

Manual information systems arc those in which 
most specialized functions - like storing and 
sorting data or performing calculations and 
printing results - are performed manually by an 
operator who uses conventional equipment or 
simple tools. They include filing systems in which 
special tabs or dividers help organize information 
by specific categories, color-coded index card files, 
addresses typed on mauices and photocopied onto 
labels, and punched card systems using special 
cools for sorting and selecting. 

We have already seen the components of a 
typical manual system for processing a company's 
payroll. It includes standard office equipment, a 
payroll clerk, a list of instructions, and records 
about each employee to be paid. Information is 
stored in several locations: basic data about each 
employee(e.g. , his name, addrCS5, pay rate, . 
deductions, income to date) are ftled alphabeucally 
in a file drawer; the clerk's "In" box contains a 
pile of time cards with data relevant to preparing 
this week's payroll (e.g., hours worked); and the 
clerk's memoty may contain information about 
potential problems or exceptions not listed in the 

' procedures manual. 
Let us look for a moment at the activities the 

clerk will perform to organize and process payroll 
information manually. When he sits down at his 
desk, he first will sort all the cime cards in his 
"In" box so that they arc in the same order as the 
employee records in his file drawer. That step 
accomplished, he will take the first time card from 
the "In" box and the matching employee record 
from the file. Referring to his list of insuuccions, 
he will learn that he must multiply the number of 
hours worked (drawn from the time card) by the 

employee's pay rate (drawn from the file record) 
and subtract all deductions (also from the file 
record). With numbers and functions supplied by 
the clerk, a calculator performs the neccssacy 
arithmetic and indicates the week's total pay.The 
clerk uses his typewriter to prepare a check, 
proofreads his work to make cenain there are no 
errors, and puts the completed check in his "Out" 
box for the treasurer to sign later that day. Before 
he goes on to the next time card, the clerk will 
update the first employee's record and replace it in 
the file drawer. 

In this series of rather routine steps, the payroll 
deck has participated in procedures common to all 
information systems: "input" is supplied by the 
time cards, data are manipulated according to a 
special set of instructions, and "output" is prepared 
on the typCWriter and put aside for later use. 

Another example of a manual information 
system is a McBee Keyson system. The 
components of such a system are specially prepared 
cards with pre-punched holes grouped by unique 
categories on all four sides, a hand punch for edge­
notching the cards, a pointed rod like an ice pick 
for sorting the cards and selecting cenain of them, 
and an operator to perform all necessary activities. 
The cards come in a variety of sizes and are stored 
in fitted boxes or cabinets. 

How would a Keyson information system be 
used, for example, to monitor subscription 
renewals for an agency's monthly newsletter? 
Cards would be printed with space for a subscriber 
to write his name, address, the date, and amount 
of payment. Holes along the top of the card would 
be marked for subscriber type - "Student," 
"Organization," or ''Member"; those along one 
side would be labeled by month, and those on the 
other side would be reserved for the year - '81, 
'82, '83 , etc. When the system operator receives a 
subscription card in the mail, she will use a hand 
punch to notch the card's edges, thereby 
describing the subscriber and indicating when the 
subscription will expire. If, for example, an 
org.21lization paid co receive the newsletter through 
November, 1981, she will notch the card by 
"Organization," "November," and '"81 ," and file 
it alphabetically under the subscriber's name. 
Then in September, 1981, if she wishes to invite 
all subscribers with November expiration dates to 
renew their subscriptions, she will take her Keyson 
needle and run it through the " '81" position of 
all cards in her file. As she lifts the needle, all 
notched cards - those whose subscriptions expire 
in 1981 - will fall away. She will continue the 
proc~ by inserting the neeclJe through the 
"November" position of the 1981 cards, and 
finally sorting the remaining cards into piles by 
"Srudem," "Organization," and .. Member." The 
organization whose subscription wiH expire in 
November, 1981,. will be sent a lette1 advenising 



A Manual Information System 23 



24 

the newsletter's "Organization" subscription race. 
Its card will be refiled until November. Then if a 
renewal payment has not been received, the 
operator will perform the same procedure to select 
the card and have the organization's name 
removed from the newsletter mailing list. 

Again we have seen a typicaJ manual 
information system in operation: subscription 
cards supply input, notching and filing procedures 
organize information in a useful format, and the 
Kcysort needle produces the system's specially 
selected output. 

Mechanical 
lnfonnation Systems 

Mechanical information systems arc those in 
which most specialized functions arc performed by 
machines with moving parts which may or may 
not be electricaJly powered. This includes 
automatic addressing machines, the equipment 
used to "read" multiple-choice question answers 
on tests administered by national testing services, 
punched card sorting systems, and most older 
office equipment. We will look briefly at three 
aamples of mechanical information systems. 

Electric accounting machines, which look like 
large typewriters with lots of extra keys and 
settings, arc available co perform a variety of 
bookkeeping functions, including sales accounting, 
accounts payable, cash receipts and disbursements, 
and payroll. When given appropriate data by an 
operator, they can produce invoices, post 
ua.nsactions, update ledgers, perform calculations, 
and prim the results in the proper spaces and 
columns of special forms. Despite this impressive 
array of capabilities, however, these mechanical 
accounting systems arc not significantly different 
from the manual system over which the payroll 
clerk presides. Information is gathered and 
organized by the operator, input manually, and 
stored in files and on paper. The: major diff crcncc 
is that what used to be separate functions of the: 
caJculator (determining pay), the typewriter 
(printing output), and the clerk (updating the 
employee's record). arc now performed quickly 
and efficiently by one machine:. 

An Addressograph system illusuates one type 
of mechanical information system used to print 
names and addresses on mail. These systems 
include a metal plate for each recipient on the 
mailing list, a machine which makes the plates, 
an Addressograph machine which docs the: 
printing, and an operator to run the equipment. 
The: metal plates arc scored in special drawers 
where they can be labeled and sorted as the user 
desires. Once the ptates and mail to be addressed 
arc loaded into the machine, however, further 
data manipulation is not possible. Again we have 
an example of a mechanical system which contains 

many manual functions. While most conventional 
addressing methods do not match the speed of an 
Addressograph, updating, sorting, and selecting 
places for printing, as well as loading and operating 
the machine, muse still be done by hand. 

Finally, a Scripcomatic addressing system is an 
example of an information system which prints 
with paper cards rather than with metal places 
the address records typed by the user. A long­
lascing carbon impression of the name and address 
is cransferred from the card to the mail by a 
Scriptomacic machine. Nearly all system functions 
except the accual addressing arc performed 
manually. Some models help the operator a little 
- he can skip some cards with the push of a 
button or a signal can summon him when all 
names within a certain ZIP Code have been 
addressed - and some have elcmonic sensing 
units which "read" special codes marked on the 
cards, thereby expanding selection capabilities 
considerably. 

In the case of both manual and mechanical 
information systems, data arc usually maintained 
on paper, card, or metal and filed in drawers and 
boxes. Activities necessary for preparing, 
organizing, and processing the information arc 

. usually performed manually. Calculators assist 
with arithmetical operations, but both the 
numbers and accompanying instructions muse be 
entered by hand each time a calculation is 
required. Output is obviously faster and more 
efficient in mechanical systems, but ic must always 
be controlled manually and the options for 
variation arc few. 

Electronic 
lnfonnation Systems 

Electronic information systems arc those in 
which the essential tasks of organizing, 
manipulating, and storing information arc 
performed by electronic computers. C.Omputc:rs 
arc good ac handling large masses of information 
which would otherwise be coo complicaced or 
time-consuming co organize and analyze 
efficiently. For example, scientists use computers 
to perform complex calculations such as 
determining a rocket's uajcctoty using data on 
gravity, weight, air resistance, and numerous other 
factors. Furthermore, computers can perform these 
casks vcty quickly. Using a computer, a law 
cnf orccmcnt officer can check our the license 
number of a car stopped at a traffic light before 
the light cums green, for example. And a business 
that once required a hundred clerks and a fulJ 
week to process its ten thousand payroll records 
can pcrf orm the same procedures in several hours 
on its computer. 
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Like the manual and mechanical systems 
discussed above:, demonic (computer) 
information systems include the people, 
equipment, instructions, and data specifications 
necessary to organize and process management 
data. However, since the equipment and 
instructions used by computer systems differ vastly 

1 from those considered in our previous examples, 
we will devoce special attention to them here. 

Computer system equipment includes special 
devices for data input, output, storage, and 
processing. In the language of the field, this 
equipment is called hardware. Hardware is of no 
use, however, unless it has very explicit instructions 
designed to make it function properly. Such 
instructions or procedures written in specific, 
detailed sequence and in a manner intelligible to 
a computer are called programs. Groups or sets 
of programs, which together control all computer 
operations and explain how to perform all 
activities and calculations, are called software. On 
the following pages we will look closely at the 
hardware and sofrware appropriate to computer 
inforrnacion systems. 

Hardware 

The hardware components of a computer 
information system arc: 

• input devices by which the computer 
receives data from an outside source; 

• output devices by which the compucer 
communicates with the user, either with 
information shown for temporary reference 
or recorded for future use; 

• storage devices to maintain data for future 
use in a machine-readable manner; 

• a proccmr which actually performs the: 
organizing and calculating procedures 
necessary to provide useful management 
information. 

Input and Output Devices 
Input and output devices, usually called 

terminals, are used to communicate with a 
computer and receive information from it. As 
we will see. some types of input and ourput 
equipment can only "talk" or "listen" co a 
computer; ochers can do both. 

The most common input device or terminal is 
a cypewriccr-style keyboard on which the user types 
the infonnation he wishes to send to the 
computer. Specially manufactured keyboards 
sometimes simplify the process a user must follow 
to enter data and expand the equipment's 

capabilities. Computerized supermarket cash 
registers which have special keys to distinguish 
"Grocery," "Dairy," and "Deli" purchases and 
which total non-taxable items separately, arc 
special-use terminals. Ocher examples arc the 
unique keyboards used to record deposits and 
withdrawals in banks, make airline reservations, 
and distinguish cash and charge sales in 
department stores. 

Another common computer system input 
device is a card reader, which sends coded 
information to the computer. Data entered in chis 
manner require special preparation in advance:. A 
keypunch machine is used co punch holes - each 
representing one character - in paper cards 
designed for this purpose. An operator then feeds 
the cards into the card reader, which "reads" the 
coded data into the computer. 

Input keyboards arc: often connected to or 
combined with output devices, that is, to 
equipment which allows the computer to 
communicate with the system's user. In such cases, 
the computer can assist the person entering data 
by asking questions or requiting specific responses, 
and by allowing him to verify that the machine 
actually received the: data he sent. Some: input I 
output terminals look and function like 
typewriters: the user types his data on the 
keyboard, and the computer responds by priming 
a copy of the data and related questions or 
instructions on the paper in the machine's carriage. 
A T detypc: machine is a familiar example of a 
printing terminal. Also well-known is the 
"television screen" terminal, or CRT(cathode ray 
tube), which provides temporary access to data 
being entered into or received from a computer. 
When the CRT is switched off, the output 
disappears from the: screen. 

A primer is a common terminal which does not 
allow user interaction with the computer but docs 
produce a wrinen record (known as hard copy) 
of the system's output. It looks like a typewriter 
without a keyboard and can print data on various 
sizes of paper or other media. Primers are 
manufactured to print at varying speeds: 
"character primers," which print only one character 
at a time, arc slower then either "line primers," 
which prim an entire: line, or sophisticated 
photographic primers, which produce entire pages 
at once. Some printers use: conventional type -
like chat of a typewriter - while others ("dot­
matrix" primers) form letters and numbers from 
an arrangement of tiny dots. 
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Storage Devices 
Unlike the manual and mechanical systems 

whose only storage media were paper cards and 
files or metal plates, computer information 
systems can store data in a variety of ways, 
including on punched cards, magnetic tape, disks, 
and diskettes. Information stored in this fashion is 
unintelligible to a human being - the way music 
on a phonograph record and voices on a tape 
recorder cassette are un.inrelligiblc - unless 
translated by the computer and displayed on a 
CRT or printed. Punched cards used to be the 
most common form of long-term data storage. 
However they require a lot of shelf space and their 
popularity waned rapidly as better storage media 
became available and affordable. Large reels of 
magnetic Jape store data in the form of electronic 
signals, similar to high-speed dots and dashes of 
Morse C.Ode. Speed of access to information stored 
on magnetic tape is limited by the fact that to 
find a certain bit of data - say a single name on 
a mailing list - the computer must pass all 
preceding names and addresses until it arrives at 
the one it is seeking. The use of a disk, which 
looks like a phonograph record and stores 
electronic signals in tiny concentric rings, avoids 
this problem. While the disk spins at high-speed, 
a computer's disk reader can move back and fonh 
along the disk's radius to locate the exact spot 
where each piece of data is stored. Unlike disks, 
which arc installed in computers and often arc 
not removable, diskettes (or "floppy disks") arc 
easy to remove and store on the shelf or send 
through the mail. Diskettes function like disks but 
arc flexible, smaller (about the size of a 45 rpm 
record), and somewhat slower. And although they 
eventually wear out, they are enjoying increasing 
popularity as an inexpensive, easy-to-use computer 
storage medium. 

Processors 
let us think back for a momem to the manual 

and mechanical systems we examined. In each 
case, people performed most of the activities 
necessary to organize information in useful form. 
They filed, soncd, and refiled paper records; they 
compared names and numbers, ran cakulators, 
and updated files . They surveyed all of the data 
in their information systems and selected and 
manipulated that which was needed to produce a 
check, renew a subscription, address a letter. But 
once data arc put into a computer system, who or 
what performs all of these functions? The answer 
is the compuccr' s processor or CPU (central 
processing unit). 

A processor is composed of electronic circuitry 
which interprets instructions given to the 
computer and executes them quickly and 
accuratdy in exactly the sequence specified. It 
"listens" to information coming from input devices 
and "talks" to output devices, but only in a 
manner prescribed by the instructions it has 
received. If it is told to store an address, it sends 
it to the computer's storage device. If it is 
instructed to add a column of numbers and print 
the total, it will do so. If it must put rwo words 
in alphabetical order, it will. Some processors arc 
faster than others, but even the "slow" ones arc so 
fast they far exceed the speed with which humans 
can perform the same tasks. Unlike humans, 
however, ptoccssors cannot decide how or why 
they will do something. They simply do what they 
arc told. 

Processors have working space - analogous to 
the payroll clerk's desk top - which provides 
temporary storage for the instructions and data 
they are working on at a given moment. This 
temporary storage is called the procesror's memory. 
If, for example, the payroll clerk had simply typed 
data from an employee time card into a computer 
instead of 

• comparing the card with the employee's 
record, 

• checking the procedures manual, 
• performing a calculation, 
• typing a check, 
• updating the record, 
• refiling the record, 

the processor would have done the rest. It would 
have obtained the employee's record from storage 
plus its own relevant instructions and put them 
with the new data in its memory. There it would 
have performed the calculation, updated the 
record and sent it back to storage, and told the 
printer to print a check. 

Both storage and mcmoty must be of sufficient 
size to perform a system's computing. There must 
be enough storage to contain all of the data on 
which the computer will ever need to work. There 
must be enough memory to hold temporarily all 
of the information that will be examined at any 
one time. For example, in a mailing list of 11,000 
people, storage must be sufficient for all 11,000 
names and addresses at once. Memory must be 
large enough to store the one or two addresses 
that arc being updated or printed at the moment, 
plus any instructions the computer is using to work 
on those addresses. 



The basic unit of storage or memory is called a 
byte (pronounced "bite"). Each byte of storage or 
memory can contain one character of infonnation, 
ruch as a ·r or a "2." le cakes four byres to 
store "ABCD" and eleven to store "HEllO 
THERE" (a space cakes one byte). One thousand 
bytes is called a K (short for "kilobyte") so "32K" 
means 32,000 bytes or 32,000 characccrs of 
information. One million bytes is represented by 
MB (short for "megabyte") so "3MB" means 
3,000,000 bytes or 3,000,000 characters. The 
mailing list of 11,000 names would require 
1,430,000 bytes, or l.43MB of storage if each 
address needed 130 bytes. A typical small 
computer memory holds 64K; diskettes hold from 
IOOK to 900K, and a disk from 2MB to 64MB. 

Let us review the hardware components of a 
computer information system. There are input and 
output devices used to communicate with the 
computer. There arc storage devices where data 
arc maintained when not in use, and a processor 
whose memory is the workspace for the system and 
whose complicated circuitry enables it to receive, 
understand, and execute instructions. Working 
together, the hardware provides a system able to 
handle large masses of information and perform 
complicated procedures with incredible speed and 
accuracy. We have learned, however, that without 
explicit instructions, the computer is powerless. 

Software 

People make computers perfonn according co 
their needs and desires through the use of 
computer programs - the detailed instructions 
which explain exactly what the computer muse do 
to accomplish its work and how and when to do 
it. Jusc as the payroU clerk's procedures manual 
gave instructions for preparing paychecks, 
computer programs - which together comprise 
the system's software - enable the computer to do 
its computing. Once software is stored in the 
computer, instructions can be performed over and 
over withouc being entered each time. 

A computer program is much more detailed 
than a manual or mechanical information system's 
procedures booklet would be. Unlike a human 
being, a computer has no intelligence and cannot 
make judgments. Therefore, computer programs 
arc written in extremely simple languages; they 
must compensate for the computer's limited 
vocabulary and inability to understand nuances 
or implied meaning. A computer would never 
understand, for example, that if a customer did 
not order any merchandise this month, a bill 
should not be sent. le must be cold by a program 
that "if total amount due equals zero, do not print 
a bill." 

While program languages are nor spoken, they 
do use both words and symbols. Conunon 
computer terms are: GET, WRITE, READ, 
ADD, SUBTRACT, IF ... 11-IEN. A multitude of 
computer languages have been developed since 
the advent of electronic computing. The first 
major language was FOR1RAN (Formula 
Translating System) which is used primarily by 
scientists for numerical work. BASIC (Beginner's 
All-Purpose Symbolic Instruction Code) is a 
simple language used on small computers; 
COBOL (Common Business-Oriented Language) 
is most widely used for business computer systems. 
Specialized languages are being invented every 
year for particular applications and types of 
equipment. 

While most computers can use several program 
languages, they cannot translate from one to 
another. Funhermorc, a program written for one 
computer may not work in another using the same 
language without revision, because of variations in 
internal circuitry or different connections to input 
and output devices. Obviously, software 
development requires a great deal of specialized 
study and time, and the fact that computer 
professionals muse usc painstaking care in writing 
programs indicates why software is frequently the 
most expensive part of a computer information 
system. 

Software must be designed to control and 
perform all functions associated with data input, 
storage, processing, and output. In a mailing list 
system, to usc a common example, the computer 
must know which items of information (e.g., 
name, address, city, state, ZIP Code, mailing 
code) comprise a mailing list entry and how much 
storage space should be allocated to each. The user 
may wish co specify which items must always be 
present (e.g., name, ZIP Code, mailing code), 
and ask the computer to signal him if something 
is forgoucn or entered incorrectly. Software should 
enable the computer to distinguish among the 
separate functions of adding, changing, and 
deleting names and addresses, and it may control 
how the user types the data into the system by 
specifying a certain order or displaying a form on 
the terminal screen for the user to fill in. 

Software for a mailing list muse also be able to 
tell the processor how to manipulate data stored in 
the system. If the user wishes to have a list in 
ZIP Code order, the computer must be told to 
examine every ZIP Code and rearrange each entry 
in the proper sequence. The system may also be 
required to son the list in alphabetical order by 
each person's surname. If this is the case, the 
computer must be shown how to distinguish 
surnames from first names and initials, and must 
even be told the order of lettct5 in the alphabet. 
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Finally, mailing list software must control 
output from the system - possibly in small 
quantities on a CRT, or printed on paper or 
labels. It may need to make cenain that spaces arc 
skipped between enuies, for example, and that 
fists printed on labels arc fined up to fit them 
correctly. At times the computer probably will be 
required to print only the enuies from a certain 
state or only those interested in music, so it must 
be prepared to look at every entry and select those 
which meet specific criteria. It wiff need to 
schedule the printing when the user wishes, and 
finally to repon how many names and addresses 
were primed, how many pages were used, and 
how long the task took. 

When we consider that these are only some 
functions associated with a relatively simple 
application, it is evident how crucial computer 
software is to effective use of an entire 
information system. 

Word Processing Systems 

Word processing systems are small, spccial­
purpose electronic information systems designed 
primarily for manipulating text ("Twenty-five 
dance performances were funded by a grant of 
S 10,000. ")as opposed to the words ("dance"), 
facts ("25 performances"), and figures ("S 10,000") 
that are conunonly considered "data." Word 
processing hardware is similar co that used in 
general-purpose computer applications (a 
typewriter terminal, often a screen, a processor, 
and diskettes for storage), but specifically adapted 
for preparing letters and manuscripts. The 
software controls how the text is emcred, 
corrected, organized on the page, and primed. It 
is usually pre-packaged by the manufacturer and 
cannot be altered. Word processing systems 
general( y allow the user to search for cenain words 
or groups of words, but they provide minimal 
ability to sort large amounts of data or perform 
calculations. While general purpose computers can 
usual( y be prograrruned to do the tasks of a word 
processor, an agency which needs only word 
processing wifl find typical packaged systems less 
expensive than a custom-programmed computer. 
On the other hand, where large amounts of data 
must be stored, fisted, soned, or otherwise 
manipulated - or the capacity to do so must be 
available in the future - a word processing system 
is not an appropriate choice. 

Conclusion 
It is evident from our study of information 

systems that they provide us with powerful tools 
in our search for methods to organize the 
information we need to carry out our jobs. They 
keep us from the chaos of being unable to find or 
do what is necessary co accomplish the task at 
hand. Information systems are not simple. A file 
here or a machine there wiff not automatically 
produce the data we desire. Although computer 
systems have greatly expanded our opportunities 
for solving difficult problems and handling large 
quantities of information quickly and accurately, 
they can do so only if information requirements 
are carefully defined and specified by the humans 
who wifl use them, much like the manual and 
mechanical systems which have existed for years. 
In evety instance, the objective of accurate, 
organized management information is 
unobtainable unless all essential parts of the 
system are working as a unit, each with a unique 
function and purpose. 
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Chapter II 
Toward Better Management: 

Information Systems 
in Public Arts Agencies 

I n the United Stares, the public arts scructure 
consists of agencies at the federal, scate, regional, 

and community levels that are charged with 
encouraging the growth and appreciation of the 
arts throughout the country. This network consists 
of the National Endowmem for the Ans, fifty-six 
state and jurisdictional arts councils, eight 
nonprofit, multi-state organizations, and 
hundreds of conununity ans councils - all having 
similar purposes and programs. As agents of their 
respective government structures, and in 
conjunction with the American arts community, 
they act to stimulate the work of artists and arts 
organizations and to promote increased public 
understanding of and panicipation in the arts. 

The Need for Infonnation 
Because public arts agencies off er similar 

programs and services, they have similar needs for 
efficient, effective methods of organizing data 
essential to their internal management, their 
constituents, and the funding sources to which 
they repon. Let us review briefly exactly what these 
agencies do and what special information 
requirements they face:. In fulfillment of their 
mandates from the public, arts agencies: 

• give grants to artists and arts organizations, 
• develop ans resource directories on artists, 

exhibits, facilities, and organizations, 
• maintain events calendars, 
• publish newsletters, 
• conduce workshops and educational 

sessions, 
• direct research projects, 

• provide technical assistance to their 
constituents, 

• engage in arts advocacy activities. 
Despite enormous variety in the size of public 

arts agency budgets and staff, in the scope of their 
programs, and in the number of constituents they 
serve, panicipation in these activities produces a 
mucuaJ need for information, which links them co 
their counterparts elsewhere in the country. In arts 
agencies, for example, information systems must 
enable staff people co: 

• process grant applications through a variety 
of review, recommendation, approval, and 
funding steps; 

• collect, organize, and distribute data on 
arts events occurring within a specific area 
and time period; 

• respond to requests for information on a 
broad range of arts-related topics; 

• maintain mailing lists capable of directing 
information to a variety of constituents; 

• analyze historical data on programs and 
services for review and planning; 

• manage their financial affairs according co 
public accounting standards; 

• repon to legislators, contributors, 
governing boards, and the public on the 
funds they disburse and services they 
render within specific programs, 
geographic or political regions, and ans 
disciplines. 
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The last decade's growth in direct public 
funding of the ans has left a mixed legacy: there 
are more dollars for both the ans and ans 
administration, and therefore presumably a 
greater capacity to carry out agency goals. At the 
same time, however, there are increased 
informational demands upon what is already an 
inherently inefficient delivery system. 

Increases in public appropriations and private 
conuibutions have resulted in more grants and 
fellowships to artists and ans institutions, the 
establishment of more ans councils, and the 
participation of more citizens in ans education 
and experiences. At the same time there arc more 
complex reports to file with prospective and actual 
funding sources, more recipients whose public­
doUar spending must be monimred and audited, 
and more forms to complete before funds can be 
obtained or disbursed. Increased citizen awareness 
of public ans activities and access m data under 
freedom of information legislation intensify the 
need for public accountability. and a difficult 
economic climate makes accurate, accessible 
information all the more important in order co 
evaluate, plan, and justify any public ans 
dollars at alt. 

At the same time, ans agencies are left to 
manage their growing programs and rcponing 
obligations with disproponionatc increases in 
administrative budgets, and in a manner which, 
from a management point of view, is often 
cumbersome and labor-intensive. In his survey of 
state and regional ans agencies.John Uticc 
discusses this inherent inefficiency by comparing 
ans agencies with other government divisions: 

Whereas an adminisuator in public health, 
welfare or cransponation may dispense 
millions of dollars in one action to one 
recipient with a minimum of paperwork 
[an J ans agency with a few hundred 
thousand dollars in program money may 
disburse the funds to hundreds of 
organizations and individuals.• 

In addition to making many small grants rather 
than a few large ones, arts agencies generally 
process all grants and service awards through 
review procedures which include various 
combinations of staff, panel, committee, and 
council or board members. Long cherished in the 
public arts funding network, these procedures add 
an extra layer of complexity and urgency to a 
growing need for ans managemenr information. 

A look at requests for information on a typical 
day at a state ans agency can illustrate where 
methods to collect, organize, and retrieve 
information arc required and on what basis data 
must be available: 

• a dance company manager needs a list of 
sponsors who might be interested in 
presenting his company during a spring 
tour of the state; 

• a legislator asks why a museum in her 
disuict did not receive full funding for the 
exhibition planned for next fall; 

• a junior high school srudent wants to know 
the name of the state song and where she 
can obtain a copy of it; 

• the agency's director of pe.iforming arts 
asks the grants officer for a list of all grants 
awarded to schools during the previous 
funding cycle; 

• a library planning nexc summer's ans 
festival wants the telephone number of a 
bagpipe ensemble; 

• a list of artists' fellowships recommended 
by the visual ans panel is needed for the 
council meeting nexc week; 

• the newsletter editor must have a list of 
events for the monthly calendar by Friday; 

• four people - a weaver, a schoolteacher, 
a symphony orchestra manager, and the 
secretary of an architectural consulting firm 
- request information on the agency's 
programs and services; 

• the executive director needs a report of the 
total funds granted last year in each ans 
discipline so he can make a presentation m 
the Division of the Budget tomorrow 
morning; 

• the National Endowment for the Ans 
requests comment on its proposal to 
reorganize a major grant program; 

• the associale director is circulating a memo 
asking for staff members' ideas on an ans 
economic impact srudy for the state. 

These requests come in nearly equal numbers 
from within the agency, from constituents, and 
from governing bodies or funding sources. Several 
require immediate attention (the legislator should 
not be put on "hold" for fifteen minutes; the 
executive director will not be pleased if he gets his 
report as he leaves for the budget hearing), and 
most should receive a response within a few days. 
The list of panel recommendations and the 
calendar deadline could have been foreseen, but 
most requcstS ate unpredictable. They require 
action at all levels of the staff suueture, and 
some requests may have to be referred elsewhere 

*John K. Uricc, Consuitanl's Report re ln/011111111'on Management SysJems for Stale and Regional Arts 
Agencies(1978), pp. 3-4. 



(unless the person rcceiving the inquiry happens 
to know the state song or has a cousin who plays 
the bagpipes). 

A well-managed public ans agency should be 
able to handle these information requcstS with 
case. If the people, equipment, and procedures 
comprising this agency's information systems are 
functioning as they should, the legislator will 
receive a prompt, councous response from a 
person familiar with the museum grant in 
question, the newsletter will get to the printer 
on time, and everyone will not have to stop what 
they are doing to make cenain the executive 
director will have the faces straight during his 
speech tomorrow. An effective mailing system will 
insure that people contacting the agency for the 
fost time will continue to receive information 
appropriate co their needs and interests, and it 
will identify many potential dance sponsors in the 
state. In addition, if the agency has developed 
directories of sponsoring organizations and 
performance facilities, the dance company 
manager will be pleased to learn the telephone 
numbers of people he can contact and whether 
they have an adequace budget, floor, and stage 
to present his company. The agency's grants 
management system will need to identify grants 
by applicanc cype (schools), program (artists' 
fellowships), fiscal year, and discipline, as well as 
maintain documentation on how and why 
funding decisions were made. Budget data from 
the grant system's organization file may be the 
place to begin selecting institutions to participate 
in the economic impact study, while historical 
grant data will indicate: which constituents will not 
be served at all if funding criteria arc revised ac a 
national level. Finally, if the agency has an index 
of performers categorized by cype, the library may 
not have co call the International Association of 
Bagpipe Players after all. 

The Need for Improved 
Infonnation Systems 

le is an unfonunatc fact, however, that many 
ans agencies arc not able co handle their 
information requirements with ease and efficiency. 
Even routine: requests like those described above 
can occupy the attention of key staff people for 
hours, days, and sometimes weeks as they 
laboriously sift tluough boxes, files, and meeting 
notes. It would be useful, therefore, to look at 
common obstacles to good information 
management, factors that contribute to the need 
for improvement, and symptoms which signal the 
warning that information systems require 
attention. 

Public arts agency information systems -
particularly those used for the essential tasks of 
mailing and grant-making - were frequently 
developed in a haphazard manner over several 

years and by many different people. As agencies 
identified new constituents and funding sources, 
accomplished specific tasks and moved on co new 
challenges, they added new programs, services, 
and staff. Often, each staff member had his own 
mailing list, files, and grants management system. 
Each grants system had its own guidelines, forms, 
logbooks, and review procedures. When agencies 
were very small with only one person assigned to 
each program area, these decentralized 
information systems worked well and to the 
apparent benefit of the staff and constituents 
alike:. Among staff members, the freedom to revise 
a form, reorganize a fde drawer, Start a new 
mailing list, and put one's personal touch on even 
the: most mundane aspects of running a program 
were often irresistible. At the same time, the one 
person assigned to performing ans programs knew 
al/performing ans applicants, sponsors, chamber 
music groups, and nonprofit theaues in the 
region. Another, the visual ans staff member, was 
the person to call if you were wondering when a 
cenain exhibit was opening, why the: visual ans 
deadline: was moved up a month, how soon you 
could expect your fellowship money, and whether 
the: Pi~ exhibit would tour again that season. 

As time passes and agencies grow, however, the 
problems associated with these: decentralized 
information systems become more apparent. 
Though ans agencies now have histories to analyze: 
and futures to plan, historical data are buried in 
bulging files scattered tluoughout the office, and 
Statistics on all programs according to common 
categories have often never been gathered. A 
mailing list of all constituents has to be collected 
from a half dozen desk drawers, and they contain 
duplicates where constituents and interests 
overlap. And an entire program is thrown into 
turmoil when its director leaves unexpectedly, with 
no time to explain his unique record-keeping 
procedures to his successor. Consequently, 
scattered reforms take place. The newsletter's 
editor computerizes his mailing list with a service 
bureau, the program director who processes the 
largest number of applications implements a 
punched card log system, and the office 
responsible for government liaison buys a memory 
typewriter to "personalize" its form letters to 
legislators. Now the staff members who have 
developed "good" information systems are 
protective of the: new status quo, causing systems 
decentralization to become even more: c:nuc:nchc:d, 
while duplication and poor records management 
habits continue. And as if these obstacles are not 
sufficient to discourage public ans administratots, 
plans for comprehensive management 
improvement are sometimes thwarted by the 
government bureaucracy, workloads increase each 
year, and administrative budgets are cut. 
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As agencies struggle to cope with inadequate 
infonnation systems, their ability to handle daily 
routines and adhere to established policies and 
schedules deteriorates. If several staff people in the 
example above need co be divened from their 
usual duties in order to son through fdes, looking 
for last year's grants and totaling them by 
discipline, their other work will begin to pile up. 
When this continues to happen, staff members 
find themselves reeling from one crisis to another, 
tyrannized by impending deadlines and with little 
time for the planning, program development, 
evaluation, and constituent contaet for which 
they were hired. 

A number of factors can t2X existing 
infonnation systems to the point that incolcrablc 
conditions develop and ans administrators arc 
forced co evaluate their agencies' ability to handle 
infonnation: 

• an incn::uc in agency opaations, such as a 
larger staff, budget, number of 
constituents, geographic region, or more 
programs, services, grants, telephone calls, 
and mail; 

• a change in agency focus co include new 
and different activities; to require more 
infonnation for planning, evaluation, 
program development; to add or increase 
an ans advocacy role; 

• a need co do things faster, like respond to 
telephone and mail inquiries, make grant 
decisions, handle emergency mailings, get 
money to grantees, rcpon to funding 
sources, prepare for panel meetings; 

• a need for inacascd oonttol over access to 
infonnation, over spending and budget 
accountability, over program growth and 
outreach, over staff activities; 

• inacascd costs for general and program 
administtation, including staff, printing, 
mailing, supplies, program evaluation, 
and overhead expenses. 

Arts administrators who can foresee these 
circumstances occurring in their agencies arc 
indeed fortunate, for they can plan ahead to 
avoid the frustration and chaos of inadequate 
management infonnation. However, there will 
probably come a time in every ans agency's history 
when some of the following symptoms and 
situations will signal the warning that the need 
for improved information systems can no longer 
be ignored: 

• Valid questions go unanswacd for lack of 
data or pmonncl to get needed 
infoanation. 
A legislator calls to inquire about spending 
in his disuict during the previous year. His 
question cannot be answered because lase 
year's grant application forms did noc 
request a legislative district number, and 
compiling the data would require someone 

to compare l, 120 individual grant files 
with a map of political districts. There is 
no one with the time co do so. 

• Managers Jack the data n~ to do 
planning and to evaluate opaations 
and programs. 
The performing arts staff and a consultant 
arc evaluating a three-year-old touring 
program to determine whether it is true, as 
many say, that they have supponed far 
more theatre and music tours than dance 
tours. Because all three disciplines arc 
equally represented on the program, they 
wonder whether fewer dance applications 
were received or whether a higher percent 
were not funded. During three years the 
agency gave 3,()<)2 grants; the records fill 
five two-drawer file cabinets and are not 
listed anywhere by performing group. If 
the grants officer must obtain this 
infonnation, she will have to stop day-to· 
day activities for two weeks. 

• Administrative and support staff mcmbcis 
fall behind in their work. 
Yesterday's mail is not opened because the 
secretary is putting envelopes in ZIP Code 
order for a bulk mailing. The grants officer 
has not acknowledged last week's thirty­
two grant applications because she is 
typing a summary page on each of 150 
applications bcf ore sending them to the 
music panel. The fiscal officer missed 
deadlines for two federal grant final repons 
because the part-time bookkeeper has not 
finished his year-end financial statement. 

• Consticueius complain about delays, 
inefficiency, and inability to get the 
infoanation they desire. 
There has been an increase in the number 
of grant recipient final reports containing 
negative comments about the agency: 
forms have gone to wrong addresses, grant 
award letters arrived late, checks were for 
the wrong amounts. Five of the board 
member.; did not receive a copy of the 
annual repon. And an irate, well-known 
perfonning group wrote the newspaper 
complaining bitterly about "waste of 
public funds" because the results of a 
$23, 700 project to collect data on the 
region's perfonnance fu:ilities two years 
ago are still unavailable. 

• Paperwork is increasing. 
The pcrfonning arcs director, fiscal officer, 
grants officer, bookkeeper, secretary, and 
government liaison arc spending twenty 
percent of their time keeping duplicate 
logbooks, ftles, index cards, ledgers, and 
mailing lists. Each is determined never 
again to find himself without the 
infonnacion he needs. 37 
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To ans administrators in public agencies, these: 
examples may sound like: they come: directly from 
their own calendars, staff meetings, and journals. 
If so, fr is time m sit up and take notice. When 
agencies whose programs and information systems 
have: bcc:n proliferating for ten or fifteen years 
encounter growing nc:cds to evaluate, plan, rcpon, 
and justify, and when they must serve their 
constituents with limited staff, time, and money, 
then they must find ways to upgrade their 
information management capabilities. 

Improving 
Infonnation Systems 
Getting Organized 

A good way for public ans agencies to begin 
the: process of information systems improvement is 
by reviewing their purposes for existence, the goals 
they have escablishc:d, and the strategies they have 
devised to accomplish these goals. This provides 
the agency with an opporrunity to separate itself 
from the specific demands of the present and to 
concentrate: on the more: enduring reasons for 
managing information in the: fuse place. Ans 
agencies must clarify which constituents they are 
proposing to serve by their programs and what 
information must be: available both now and in 
the future - to the agency, its constituents, and 
others - in order to accomplish this. 

Consider, for example, an agency which has 
identified as a primary goal serving individual 
artists in its region. In order to achieve this goal, 
the agency has decided to 1) award grants to help 
artists complete works in progress; 2) provide 
artists with regular information on relevant 
publications, competitions, awards, Jegal 
developments, grant deadlines, and marketing 
opporrunities; and 3) learn more about local artists 
and seek new opporrunities to be of service to 
them. In connection with its first objective, the 
agency muse determine whether its grants 
management policies and procedures are 
responsive to the unique requirements of 
individual anists. Will a grant accomplish its 
intent, for instance, if the artist must wait six 
months for a decision and another three for a 
check? Or can this schedule be shortened? The 
agency's second objective assumes the ability 10 

contact artists on a regular basis with a variety of 
news items. Is the agency's mailing system flexible 
and easy to use on short notice, and can it target 
mail to specific groups of individual anists? To 
accomplish its third objective, the agency may 
wish to gather data which will be useful for its 
own program planning and for increasing public 
awareness oflocal artists. How many artists live 

and work in the region? What types of activities 
are they engaged in? What are their special 
imerests and concerns? Such a review of the 
environment in which an agency's information 
systems will be used is an excellent first step in 
getting organized for system improvement and 
development. 

Ans agencies must also establish priorities with 
respect to determining what information will help 
them accomplish their goals and objectives. For 
example, the agency described above, whose 
inability to cope with information demands was 
so apparent, would need to answer questions like 
these before embarking on a projecc co correct 
information problems once and for all: 

• Does it really matter if we cannot respond 
to that legislator? 

• Is it imponant to know whether some 
constituents are better served by the 
touring program than others? 

• Do we care how quickJy the mail is opened 
and correspondence is acknowledged? 

• Would our decisions be affected if the 
music panel were given less information? 

• Is ic important for us to complete aJl grant 
and fiscal reports on schedule? 

• Which constituents arc complaining, and 
are their complaints really valid? 

• Is it more important to acknowledge grant 
applications immediately than it is to make 
sure every board member receives a copy of 
the annuaJ repon? 

• Why arc those facility questionnaires still 
in boxes in the scorage room? If we could 
publish the results now, wouJd we be 
imerested in doing so? 

Finally public ans agencies muse cake time co 
analyze the people, equipmenc, and procedures 
comprising their present information systems to 
determine: exaccly where the problems lie. Again, 
a few fundamental questions may offer some 
insighcs: 

•What information systems cu"encly exisc? 
How do they function? What are they 
supposed to accomplish? 

• Who is responsible for each system? Are 
too many, too few, or the wrong people 
involved? Is mOJe than one peoon doing 
the same thing? 

• How much time does handJing 
information require and what does each 
syscem cost the agency every year? 

• ls existing equipmeni: adequate for the cask 
arhand? 



• Arc procedures straightforward, well 
planned, and carefully scheduled? Or 
should they be reorganized to eliminate 
delays and poor records management? 

• Docs the agency collect information 
which is never used? If so, is this because 
people arc nae aware that the information 
cxiru, or because it is now obsolete? 

• What information docs each staff person 
need to do his job? Is it available easily 
and on time? 

If an agency's needs for information arc noc 
being met according to carefully determined 
priorities, and if making existing information 
systems more efficient will not correct the 
problem, then it is time to plan, design, and 
implemem new information systems. 

Who Should be Involved? 

While all agency staff members muse be 
knowledgeable about and involved in plans to 
improve or implcmcm methods of handling 
information, it is essential that the process be 
initiated and directed by those who manage the 
agency. Why is this the case? Why should an 
agency's director and top program management 
people be responsible for designing informatio~ 
systems when it is the clerks and typists who mad 
brochures, fill ouc logshccts, and file documents? 
le is simply because good information systems. 
provide the data necessary to plan, report, achieve 
goals, and evaluate agency activities. Such systems 
muse work well together to insure that needs in 
diffcrcm offices or departments arc met. For 
example, the director of an agency may wane 
legislative district information from a grants 
managcmcm system, a program administrator 
may require detailed audience statistics from the 
same system, while the grants officer may need. 
a way to compare applicants' budgets and fundmg 
histories. In addition, managers should be 
involved in planning information systems sin.cc 
changes in how daca arc handled probably will . 
require shifts in the staff scrucrurc as well as spcaal 
time and financial commitments. These: factors 
make ic imperative that top administrators be in 
charge of the process. They arc the people who 
arc responsible for all operations; they will have 
to make decisions based on the information 
provided by the new systems; and they ~a.v~ an 
overview of all agency needs, staff capabihues, and 
financial resources. Only by being involved from 
the beginning can arcs agency managers 
understand the suengths and limitations of every 
information system being considered, revised, 
or implemented. 

What to Expect 

There arc no shortcuts in the cask of improving 
information systems. It will take time and ~£fore 
on everyone's part to examine agency funcuons 
with the intent of analyzing their df ectivencss and 
devising plans for change. The process will be . 
disruptive. Whether the agency merely l?thcrs its 
dozen mailing lists and puts one person m charge 
of them, redesigns its grant application forms 
and installs a new filing system, or automates 
most of its information systems on a computer, 
there will be changes in routines which have been 
used for years. There may be resistance to such 
change; there may be confusion and paranoia: 
"Will I have more work to do?" "Will my job 
be eliminated?" "Will I be able to learn this well 
enough co keep my position?" "Will I have a new 
supervisor as a result of this?" Staff rot~ and 
responsibilities may have to be reorganized and 
people will have to get used to new ways of 
obtaining and providing management 
information. 

For example, a properly implemented mailing 
list system revokes the right of every staff m~mber 
to maintain his own "private" list. An effective 
system for managing the grant-making process 
requires that one person or department process all 
grant applications, monitor compliance with 
program guidelines and schedules, develop 
documents, maintain files, and provide all granc­
rclaccd information. Each person will no longer be 
able co process "his" applications as he wishes. 

Of course, situations which cook years to 
develop will not be corrected overnight. 
Administrators should not expect a sudden flow of 
new and unusual information or the instant 
reduction of administrative expenses. If, for 
example, legislative district and arcs discipline data 
arc desired on past grants but were not gathered 
in previous years, they will have to be painstakingly 
constructed from the flies. Furthermore, when a 
new mailing system is implemented, it will take a 
long time co make sure duplicaces and errors arc 
removed from the old system and each name is 
properly coded and added co the new one. In 
short, an extraordinary degree of foresight ai:id 
patience will be required from everyone until 
management efficiency improves, costs are 
comaincd or reduced, and the agency's 
information needs and aspirations are fmally met. 
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A Word About Computers 

In public ans agencies, the computer's ability 
to solve clifficult problems and handle large 
qwuui~es of information quickty and accurately 
has obvwus advantages. A mailing system which 
must sclcc:c ccnain constituents and organize many 
addresses m ZIP C.Odc order, a gram system which 
must provide d~ta according to a complex array 
of variables, an mdcx of performing ans fucilities 
to be sort~d by seating capacity and stage size, 
arc all logical computer applications for arts 

agencies. What is not always obvious, however, is 
that not et1ery arls agency needs a computer to 
handJe its information requirements, and not 
every problem can be solt1ed by automah'on. 
Talking about computers is premature if there are 
not well-documented needs for the type of 
information best provided by a computer, and to 
assume a computer is needed in the office is 
dangerous. Upon dose analysis, agencies may find 
that their needs can be met by bener manual 
systems, mechanical equipment, or computer 
services shared with or provided by others. The 
decision to obtain a computer should be made 
only after extensive planning and reorganization. 
It is not, after all, like buying a typewriter. 

It may be valuable to remind ourselves that 
manual systemJ are beller than computers - if 
they are e/fectit1e. They arc easily adaptable, do 
not fall under government procurement rules, arc 
well-loved by staff people, and arc not reliant on 
repair people, air-conditioning, or the mood of 
the electric company. Reduced to its simplest 
terms, the difference: is summarized in this bit of 
advice: if you have the choice bc:rween rwo 
systems, one manual and one electronic, and both 
are adequately effective and cost about the same, 
choose the manual system; it is free of the "hassle 
quotient." The "hassle quotient" guarantees that 
one-fifth to five-fifths of your time with an 
electronic system will be spent in pain - with the 
sales people, the programmer, the manufacturer, 
the distributor, the trainer, the repair people, the 
phone company, the air-conditioner, the 
elccuician, the operator, and the boss. So get a 
computer if you need one, but don't assume that 
you do, and be prepared if you don't. 

Conclusion 
It is not swprising that public ans administrators 

arc focusing more and more on information 
systems and management capabilities. The 
growing pressure for accurate, sophisticated 
information has encouraged them to explore new 
ways to meet their needs within budget and su£f 
restrictions without compromising their 
organization~ purposes or effectiveness. They 
susp~ .that unproved methods for compiling and 
orgaruzmg data may be the key to bener 
?Janagc:~c:nt. But the task of determining what 
information they need and why they need it is a 
difficult one. It is true that computer technology 
offers an array of tempting possibilities previously 
unavailable: to small agencies. But as we have 
noted, computer, manual, and mechanical 
systems alike can help public arts agencies fuc 
future challenges only if they arc chosen and 
designed by administrators who have fully 
determined their needs and have established 
priorities for what information is most important. 
These decisions must be made in a context where 
planners are not permitted to forget that more 
information will not insure bener answers, that 
accurate statistics do not guarantee wise decisions 
and that improved management capabilities arc ' 
only one aid to help public arts agencies serve the 
ans in this country. 
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Chapter III 
lbward National Compatibility: 

'Die National Standanl 
for Arts Information Exchange 

~he need for a national system of telephone 
.J. ~umbers is usually conceded without debate. 

But lee us imagine for a moment what it would be 
like to make long-distance calls if, instead of one: 
national system, every town and city had a 
different method for identifying and locating 
tdephone customers. Fim, there: would be no 
Area c:odes or national Directory Assistance 
numbers. A caller in Clevdand would simply have 
to know how to gc:c in couch with a cdephone 
operator in Sacramento. Then, when he requests 
the Pacific Life Insurance Company's telephone 
number, he would be surprised to hear the 
operator ask for the firm's address. In Sacramento, 
as it rums out, the telephone company assigns 
numbers according to each customer's street. 
Funher investigation reveals that to contact the 
New Orleans Chamber of Commerce, one must 
name the organization's parish, while in 
Tallahassee, a county code number will suffice. 
Operators in Washington, D.C. need a customer's 
FEI or Social Security Number to place a call, in 
New York they want the last three digits of his 
ZIP c:ode, and in Chicago the telephone system is 
organized by precinct. Finally, many towns have 
no Directory Assistance: at all, and the tdephonc: 
numbers themselves vary in length from cwo to 
twenty-one digits. A few moments spent 
pondering the utter chaos such circumstances 
would produce: are enough to make us immensely 
relieved, when we dial an Arca c:ode and seven 
standard numbers, to hear the familiar question: 
"What city, please?" 

If the people who usc telephones to call their 
friends and conduct their business affairs benefit 
so readily from a national numbering system, 
perhaps organizations which offer similar 
programs and services and which usc the same 
kinds of data might also profit from common 
solutions to their information management 
problems. For example, arc there advantages to 
arts councils in having standard methods for 
coding the constituents to whom they mail their 
guiddincs and newsletters? Would there be value 
in using similar categories for the budget data on 
arts agency grant program application forms? And 
more importantly, do public arts agencies 
collc:ctivdy have information needs which demand 
that their eff oru in information systems 
development extend beyond simply solving the 
problems that they encounter every day and that 
are limited to the boundaries of their states 
and regions? 

The Need for Compatibility 
The National Information Systems Project 

(NISP) was born of a conviction that national 
dialogue among public arcs agencies was essential 
to the fururc: of their effective: data management. 
A feasibility srudy which preceded NISP surveyed 
arts agency information needs and systems and 
found the field filled with interest and activity. 
Arts administrators were devising a variety of 
systems to solve their information needs. Some 
had already taken major steps in developing 
sophisticated computer systems; others were 
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making commitments to purchase equipment or 
design software; and many were eager to embark 
upon similar projects in the near future. The study 
also found a degree of similaricy in the existing 
systems, for although those systems were 
developed in relative isolation, the agencies were, 
after all, engaged in similar arts service and 
advocacy activities. 

But the differences rather than the similarities 
in the systems being developed attracted the most 
attention and concern. Consider, for example, two 
arrs agencies with infonnation systems for 
collecting data on grant programs. In one. money 
awarded directly to an opera company for a five­
state tour was recorded as a grant for "touring." 
The other agency called it "touring" when a 
communicy college sponsored the same opera 
company using arrs agency money. Furthermore, 
the first agency was accustomed to having its music 
panel review grant applications for opera events, 
so when the National Endowment for the Arts 
conducted a survey of "music" grants awarded by 
arrs agencies, the opera company grant was 
included. The second agency participated in the 
same survey. but did not list the opera residency 
at the community college since its grants 
management system categorized this grant as 
"musical theatre." To further complicate the 
picture, the first agency received a grant application 
from the opera company in which the chanered 
tour bus contributed by a local company was listed 
in the project budget as "revenue" to match ans 
agency funds. In the case of the second agency, 
donated hotel accommodations for the artists were 
not considered pare of the total project revenue. 

These differences appear small and would be of 
little consequence if public ans agencies had no 
occasion to communicate with each other about 
their activities. But this is not the case. From the 
beginning. these agencies have been imerrelated 
by funding networks and cooperative programming 
which necessitate reponing similar data about 
disbursements in similar funding catego1ies. With 
the recent growth of regional arts agency consonia, 
administrators increasingly are required to 
compare constituents, programs, funding activities, 
and ans resources to do essential regional planning 
and program development. Research projects arc 
drawing upon data available in entire regions or 
groups of regions. Public artS agencies frequently 
arc providing information services using directories 
of galleries, pecformancc spaces, sponsors, and arts 

events in an effon to expedite cultural exchanges 
and attract tourists as potential ans consumers. 
And as we have alccady noted , increased insistence 
on accountability at all levels of the funding 
network is affecting the type and quality of 
information required of everyone. 

In this context, even minor discrepancies in the 
way information is categorized and reported are of 
concern. It would be impossible, for example, for 
ans agencies and service organizations to compare 
cypes of grant program activities and numbers of 
private dollars generated to match public monies if 
the data they used were compiled without 
standard cerms and definitions. A thcaue 
company which obtained five pccforming ans 
facility directories for the area it wished to tour. 
onf y to discover five different methods of fisting 
stage dimensions, would be more confused than 
helped. And the service organization doing 
national research on specific craft activities would 
have a difficult time locating craftspeople if the 
fifty-six mailing lists it received did not separace 
artists from artS organizations and had no common 
way of distinguishing between crafts and folk artS. 

Thus the growing need for a poof of reliable, 
consistent information, providing regional and 
national perspeccives on public arts activities in 
America, fed the consulcant conducting the NISP 
feasibility study to conclude that the proliferation 
of independent information systems was both 
"wasteful and redundant," and did nor solve "the 
basic need for compatible and comparable 
management information at a number of decision· 
making levels." If information systems continued 
to develop in a helter-skelter manner, arts agencies 
would be investing considerable money and time 
without reaping the benefits of nationally 
compatible infonnation. As time passed and the 
pace of development accelerated, it would become 
economically and administratively impossible for 
agencies to undo what had been done, and the 
vision of effective national ans information 
exchange would never be realized.• 

The National Inf onnation Systems Project was 
initiated with the express purpose of esrablishing 
a national standard for information systems in 
public arrs agencies. While not as glamorous as 
developing a new program co aid symphony 
orchcstra5 or individual craftspeople, the NISP 
effon would ultimately benefit these arts 
constituents by improving the management and 
advocacy capabilities of the agencies established 
co serve them. NISP's mandate was to develop 
working definitions for the data which arts 
agencies use and exchange, and co provide 
standards for the basic information systems they 
need. Thus the project would accomplish part of 
the systems design work so sorely needed for better 
information management within ans agencies, 
while simultaneously leading them toward 
compatibility of their information. 

•John K. Urice, Consul/an I '.r Report re Information Management Systems for Stale and RegiomJ Arts 
Agencies (1978), page~. 



To help accomplish this, NISP developed the 
National Standard for Ans Information Exchange 
(pp.105-167) to serve as a rule for basic 
information systems in public arts agencies. The 
National Standard consists of systems composed of 
terms, definitions, and reporting requirements 
established to guarantee national compatibility in 
the collection, organization, and exchange of arts 
information. This Standard represents the 
cooperative work of many agencies in establishing 
a vocabulary for information systems, and when 
it is implemented by them, will provide a basis 
for meaningful analysis and use of data about 
public arts activities in America. 

In the remainder of this chapter, we will look 
closely at each system comprising the National 
Standard for Arts Information Exchange, the 
components of each system, and plans for their 
fucurc: use: and maintenance. 

1beSystems 
The National Standard consists of information 

systems for: 
1. Mailing Lists; 
2. Grants Managcmc:nc; 
3. Eight Arts Resource Directories: 

• Exhibitions, Shows, and Festivals 
• Performing Ans Facilities 
• Visual Arts Facilities 
• Individuals in the Performing and 

Literary Arts 
• Individuals in the: Visual and Media Arts 
• Performing Arts Organizations 
• Visual Arts Organizations 
• Sponsors I Prcsencors. 

Thc:sc: three systems were included in the 
National Standard for several reasons. First, one or 
more of them was common to every participating 
agency, and therefore: provided occasion for 
management improvement in many places. 
Second, they offered the greatest opponunity for 
national standardization. For example, unlike 
fiscal systems, which varied greatly and were 
usually provided by government accounting 
divisions, these systems were developed and 
concrolled by arts agencies themselves, and were 
already somewhat similar. Finally, they provided 
the kinds of information needed for national 
information exchange. A national standard for 
mailing would provide a comprehensive profile of 
American arts agency consticuents and would 
allow agencies to share their lists with each other. 
Standard grants management systems would make 
possible the collection and analysis of data on the: 
disbursement of public funds. And standard arts 
resource: directories would be used to facilitate 
the: awareness, use, and exchange of the nation's 
cultural assets. 

The three systems arc differentiated by their 
unique functions within an arts agency. A mailing 
list system has a simple purpose: to get the right 
mail to the right people. Grants management 
systems are used to keep track of which 
constiruents have requested funds, where their 
requests stand in the agency's review process, and 
how many grants were awarded within certain 
years, programs, budget categories, political 
districts, and so forth. Arts resource directory 
systems catalogue and classify an area's resources 
(such as artists, organizations, facilities, and the 
like:) and organize pertinent data in a manner 
usc:fu! to both agency staff members and 
consuruents. 

At the same time, the three systems are clearly 
related. For example, while not everyone on an 
agency's mailing list has received a grant, those 
who have will also be listed on the documents 
and in the logbooks comprising the grants 
management system. Likewise, most grantees 
under a performing arts touring program will 
also appear in a directory of sponsors. And a 
gallery appearing in a visual arts facility directory 
may be on the mailing list for program guidelines 
and a recipient of funds as well. So before we 
elaborate upon each separate information system, 
we will consider the way in which the National 
Standard links the three systems by a common root 
or core called the Constituent List. 

Constituent List 

The Constituenc List concains names and 
addresses of all organizations and people with 
whom an arts agency docs business and wishes 
to remain in contact, all those from whom it 
receives suppon and to whom it is accouncable. 
Each cmry in the Constituent List represents an 
applicant, grantee, correspondent, payee, vendor, 
mail recipicnc, donor, or other constituem with 
whom the agency interacts. Each entry, that is each 
name: and address unit for an individual or 
organization, is the core of all information about a 
constituenc in one or more of the National 
Standard systems. The Constitucnc List is both the 
foundation upon which the: three systems arc 
based and the link among them. 

In each of the National Standard systems, mher 
information is added to this basic name and 
address unit. The name and address of"Riverside 
An Gallery," for example , forms an information 
core about one of an agency's constituents. The 
Mailing List System takes this information core 
and adds codes which describe "Riverside: Art 
Gallery" as a nonprofit art gallery and direct 
ccnain kinds of mail to it (such as traveling 
exhibition program guidelines). In the Grants 
Management System, the same constituent, 
"Riverside: An Gallery," may also form an 
information core. There, information about a 
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request for funds to develop a traveling exhibition 
(e.g., name of the exhibition, grant amount 
requested, total cost of the project, curator's name) 
would be added to the name and address unit. 
Finally, in a rcsowce directory of visual arts 

facilities, "Riverside An Gallery" would again 
appear as a constituent. The Constituent List name 
and address would be augmented with a contact 
peISOn, telephone number, dimensions of 
temporary exhibition wall and floor space, type of 
lighting, and so fonh. A constituent may be thus 
found in one, two, or all three of the systems, 
and it may exist more than once in a single system, 
as it would in the Grants Management System if it 
applied for more than one grant. The key is that 
every National Standard system entry includes a 
constituent as its core. 

In reality, panicularly in non-computerized 
information systems, it is unlikely that all 
constiruents' names and addresses would be stored 
together in one place. Instead, the names and 
addresses of individuals and organizations would 
be placed in the information system in which they 
arc used. For example, a constituent who received 
a grant would be listed in the grants management 
system; one with a theatre for rent would be pare 
of a performing arts facility directory; and one who 
likes ballet would be on a mailing list for a dance 
newsletter. But it is at least conceptually helpful 
to think of a pool of arts agency constituents, 
each funhcr described or defined by additional 
pieces of data, and each serving as a core of one 
or more of the National Standard systems. 

In computerized information systems, on the 
other hand, it might indeed be appropriate to 
keep all constituents in one place. Doing so would 
make it possible to store each constituent's name 
and address only once in the computer while 
simultaneously cross-referencing them to mailing 
list, grants managemcm, accounting, and 
directory systems. When the agency wished to 
change a panicular name or address, it would 
need to make the change in the computer's 
Constituent List only once, yet the new 
information would appear in all systems 
containing data about that constituent. 

The Constituent List core, whether actual or 
conceptual, can have one additional function. 
As the nucleus around which arcs agencies build 
information systems, it can serve as the staning 
place for system planning in agencies with the 
needs and resources to go beyond the National 
Standard systems. The constituent "Riverside An 
Gallery," for example, could form the core of a 
focal accounting system entry when check date, 
number, amount, and account codes are added to 
the basic name and address. Or it could link into 
an events calendar system listing exhibition titles, 
performing groups, dates, times, locations, and 
ticket prices. In this way, an extensive collection 
of information about "Riverside An Gallery" could 
be brought together when necessary. 

Mailing List System 

Public arcs agencies use mailing list systems to 
direct various rypes of information to the 
appropriate constituents. To accomplish this, the 
names, addresses, cities, states, and ZIP Codes of 
constiruents with whom an agency has had or 
desires to have comact are listed on sheets of 
paper, cards, or photocopy label masters; punched 
onto metal plates; or typed into computer 
terminals. This alone, however, will not insure 
an agency's ability to direct its mail to the 
constituents for whom it is intended. 

In a good mailing system, entries must be 
identified in such a way that an agency is able to 
select panicular groups of constituents to receive 
specific kinds of mail. Consequently, mailing list 
names and addresses must be assigned a code 
designed to classify them for mailing purposes. 
The combination of a Constituent List entry and a 
mailing code is the basis of the National Standard 
Mailing List System. 

Mailing systems typically assign each entry a 
numeric or alphabetical code which places it in a 
category with similar entries. Similarities may be 
based on location, subscription type, interest, 
organization type, or one of innumerable other 
common attributes which suit the mailer's needs. 
When preparing a mailing, the mailer chooses the 
codes for the groups to receive mail and prepares 
the labels or envelopes needed. For example, 
consider a public library which has a mailing list 
of card holders grouped by age: children, high 
school students, college students, adults, and 
senior citizens. The names and addresses are stored 
on data cards, each of which is punched according 
to a numeric code (e.g., 1 = children, 2 = high 
school srudems, etc.), and filed alphabeticaUy. To 
advertise a series of children's films, the librarian 
plans to mail a brochure to the children and adults 
on his list. He will choose all cards with either a 
"1" or a "4" punched out, and type a mailing 
label for each card holder selected. 

Conventional mailing list codes, like the one 
above, classify entries by only one similarity. But 
the unusual diversity and specialization involved 
in serving an arcs constituency make similarities 
hard co apply on an even-handed basis. For 
example, an orchestra and a potter are similar in 
that they produce art, and an orchestra and a 
community concen series are similar because they 
are both music organizations. All three should not 
be given the same code, however. because the 
potter and concen series do not have similarities 
useful in a mailing system. 
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Some ans agencies have responded to the 
problem of serving a diverse: constituency by 
adding detail to a conventional mailing code. A 
potter is grouped with potters, an orchestra with 
orchesuas, and a community concert series with 
other such series. Then, to distinguish differences, 
college orchesuas are separated from professional 
ones, and those playing contemporary music from 
those with symphonic repenoires. Nonprofit 
communicy concen series are coded differently 
from commercial ventures, and those which 
present chamber music are distinguished from 
those sponsoring jazz. Each constiruent is carefully 
defined according to the type of individual or 
organization it is. 

This degree of derail, however, decreases the 
sysrem's abilicy co group corutiruents according co 
more general similariries (e.g. , those which 
produce art, those involved with music). 
Consequently, each rime a mailing is planned, the 
mailer must go through a long lisr of individual 
and organization type codes, choosing one by one 
those which are appropriate for the mail being 
sent. It is evident that there should be a way co 
relieve the user of the chore of making such 
distinctions every rime a mailing is required. A 
more valuable system would combine groups 
when they have common attributes while keeping 
their differences distinguishable. And ic would 
insure thar constituents receive mail appropriate to 
their work and interests. After all, the primary 
objective of a mailing syscem is co match mail with 
the people who wane or need ir. 

"TARGET" Code 
The National Standard Mailing List System uses 

a code which classifies each constituent according 
to four actributes: ST A TIJS, FUNCTION, 
INSTITUTION, and DISCIPLINE (see 
illustration on p.50). The combination of these 
actributes, called the "TARGET' code, describes 
each mailing list entry as a highly-detailed 
conventional code would, with the difference that 
the attributes place the constituent in numerous 
groups which the user can select withour choosing 
types of individuals or organizations one by one. 
ST ATIJS, for example, will distinguish profit 
from nonprofit community concen series. It also 
will group each with aJI other profit or nonprofit 
organizations on the mailing list. The attribure 
defining FUNCTION in the arts community 
differentiates an orchestra (which produces art) 
from the concen series (which sponsors ans 
events). But it classifies the orchestra with theatres 
and dance companies which also produce art, and 
the concen series with schools, libraries, festivals, 
and all others who present performances. 
INSTITUTION distinguishes college and 
professional orchesuas, but combines each with 
others of its cype. And DISCIPLINE separates the 
orchestra and the potter (which are involved in 
music and crafts, respectively), while grouping the 

orchestra and community concert series (which are 
both involved in music). 

I.cc us look for a moment at how an orchestra 
would be described according to the National 
Standard "TARGET' code, using one category 
from each of the four attribute columns: 

STATIJS: 02 (Organization· 
Nonprofit) 

FUNCTION: 01 (Anist I Producer) 
INSTITIJTION: 03 (Performing Group) 
DISCIPLINE: 02 (Music) 

Such coding places the orchestra in groups of other 
nonprofit organizations, professional producers, 
performers, and musicians. Mail "targeted" for any 
one of these groups will reach the orchestra. 
Likewise, mail "rargeted" co combinations of 
groups - all nonprofit performing groups, all 
music producers - will also go co the orchestra. 
Thus by identifying single groups (e.g., nonprofit 
organizations) or combinations of groups (e.g. , 
nonprofit music performing groups), the National 
Standard "TAR GET' code allows both generality 
and specificity in directing information co ans 
constituents. In either case, those who want or 
need the mail will receive it. 

"CONTENT" Code 
Many rimes arts agencies have mailings which 

need to be sent to constituents for whom no 
common ''TARGET' code exists. The subscribers 
to a newsletter, for example, will include potters, 
but not all of them, and may include symphony 
orchesuas, but not every one. Therefore, a 
"CONTENT" code has been designed to designate 
certain mailing list entries for specific kinds of 
mail. Whereas the ''TAR GET' code describes who 
a constituent is, the "CONTENT" code specifies 
wh111 kind of mail he should receive. Unlike the 
"TARGET' code categories, which are mutually 
exclusive (i.e., only one category from each 
attribuce can be assigned to an entry), the 
"CONTENT' code categories are all available 
(i.e., the user or constituent can pick any or all 
of the "kinds of mail" indicated). So, for example, 
an ans agency can decide that the orchestra 
illustrared above should receive information about 
music, as one would expect, but also about ans 
management, the agency's programs, and its 
newsletter. The National Standard lists nineteen 
"CONTENT' categories, most of which follow ans 
discipline lines. It recommends that an agency 
provide space for an additional thirteen 
"CONTENT' categories (five are shown in the 
illustration on p .50) for such internal uses as 
subscription newsletters, program information, 
and other kinds of mail which cross over 
''TARGET' code distinctions. 
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TAii.GET: Choose the 011c item in c«h column wluch best describes the C01Ut11uen1. 

SfAnJS 

01~ 
02 Orpruzauon. Nonprofit 
03 Orpnaution • Pn>fit 
04 Goremmmt • Feder.al 
O> Go.utwm1 • S1a1e 
06 Gumnmmt • Re11onal 
07 Go>munmt . County 
08 Go.dnmmt • MUIUClpal 
00 None of the aboYc 

RJNCOON 

01 Arnst I Producer 
02 Sporuor or Pn:sc:mor 
0} Aru Servo<• I Admacy 
04 Humanmes Scrvocc / Admacy 
O> Edunuon 
06 Funding 
07 Media 
08 lntmstcd on the Aru 
09 None of th• above 

CONIENT1 Choose 1111 items whu:h describe what kind of mail the corumuom should rcccavc 

01 Dantt 
02 Mwic 
03 Open 
04 Thcauc 
O> Vuual Ans 
06 An:hitcautt I Design 
07 Cnfu 
08 PhocfllDpiriy 
09 Media Ans 
10 ~tmtutt 
11 Cammumry Aru 
12 Folk Ans 
13 Humaruucs 
14 Multi-disciplinary 
n Aru Admacy I Scmcc 
16 AruManagcmcnc 
17 Disabled I Handicapped 
18 &hnic: I Minonry 
19 Scniot Ciwcns 

20 N....Jmcf*• 
21 ~Releases•• 
22 Progr.am Information•• 
23 Boud I Council Matcnal•• 
24 Pincl Material•• 

ct<. 

ll"SlTIUTION 

01 lnd1v1dual • Amst 
02 Individual · Non·anost 
O} Performing Group 
04 Pe1fotmmg Group · College I Un1Ycn11y 
0) Performing Group· Communny 
06 Pcrfotming Group · You1h 
07 Pafomwxe Fac1l11y 
08 Museum - An 
U9 Museum · Othe1 
10 Gallciy I Exhibmon Space 
II Cinema 
12 Small Pre$> 
13 l.o1e1aty Magume 
14 Fair f Fcsmr.al 
n AruC.mer 
16 Aru Council / Agency 
17 Aru5m<Ke011an1uuon 
18 Uruon/ Professional AJsocoauon 
19 School Dumc1 
20 School. l':umt·Tracher AJsocoatoon 
21 School • Elrmentaty 
22 School . Middle 
23 School • Secondary 
24 School - Vocauon:a.11 Technical 
n School - Othrr 
26 C.Ollrg• f Unovcnity 
27 l..ibtaty 
28 Htstoncal Society I C.Ommwaon 
29 Humaniucs Council I Agency 
30 fuun<buon 
31 Caipon1oon I Bwmcss 
H Commumiy Servocc Orpnouuon 
33 C.O..cctaonal lrumuuon 
3-1 Hahh Care Fauhty 
3> Rel1g1ous 01gan1u11on 
36 Semo• wu:cru' C.n1er 
.I 7 Parks and Rccrrauon 
38 Government • Exccuuve 
39 Govcmmrrn • Judicial 
40 Government • Lcculauvc (House) 
41 Govcmmm1 · Lc1ulame(Scna1e) 
42 Media • Pcnodical 
0 Media· Daily Newspaper 
44 Media· Wttkly Newspapc1 
4) Media • Radio 
46 Media · Tdevuoon 
47 None oflhc above 

DliSCIPUNE 

01 Dance 
A ballet• 
B c1hn1c Holk I ju:• 
C modem• 

02 Mwoc 
A band• 
B chamber* 
C choral• 
D con1empo1aty• 
E cthnac I folk• 
F 1uz• 
G popular* 
H solo I rccn:aJ• 
l symphonac• 

OJ Open 
04 Theatre 

A theatre • g•n•ral • 
B mime• 
C mU1lcal thcaue• 
D puppet• 
E thrauc for 1-oung audi•nces• 

0) Visual Aru 
A conttp1ual an• 
B gnplua• 
C 1ni.r-media • 
0 painung• 
E pcrfonnance :an• 
F JCUlp1urc• 

06 Atth11cc1urel Deign 
07 Cnfu 
08 PhotocDphy 
00 Med1aAru 

A film• 
B Dd10• 
C 1<1evu1on• 
0 vrdeo• 

10 Lnmrurc 
l l Communny Aru 
12 FolkAns 
13 Human111cs 
14 Mulu·disciplinaiy 
I) Non-ans I Non·humanmcs 

f 
~ 



Example 
A hypothetical mailing list may best illusuate 

the use of the National Standard "TARGET' and 
"CONlENT" codes. Envision a mailing list which 
includes three entries - an orchcsua, a potter, 
and a small town ans council concert series. A 
questionnaire with specific instructions and the 
codes can be sent to the entire: mailing list. The 
three: constituents will indicate: one choice: only 
under e11&h of chc four "TAR GET' attributes, and 
will select as many "CONfENT' categories as arc 
appropriate: to their interests and activities. When 
they return their questionnaires, chc results may 
look like: this: 

1. The orchc:sua: 
STATIJS 02 (Organization-

Nonprofit) 
FUNCTION 01 (Artist I Producer) 
INSTITUTION 03 (Performing Group) 
DISCIPLINE 02 (Music) 
CONlENT 01 , 02, 03, 04, 20 

2. The potter: 

(lncerestc:d in Dance, 
Music, Opera, 
Theatre, and the 
Newsletter) 

ST A TIJS o 1 (Individual) 
FUNCTION 01 (Artist/ Producer) 
INSTITIJTION 01 (Individual - Artist) 
DISCIPLINE 07 (Crafts) 
CONTENT 20 (lntc:rc:sted in 

receiving the: 
Newsletter) 

3. The small town ans council concert series: 
ST A TIJS 02 (Organization • 

Nonprofit) 
FUNCTION 02 (Sponsor or Prc:scntor) 
INSTITIJTION 16 (Arts Council I 

Agency) 
DISCIPLINE 02 (Music) 
CONIENT 02, 14, 17, 21 (Interested 

in Music, Multi­
disciplinary 
information, issues 
rdating to disabled 
and handicapped 
persons, and press 
rdeases) 

Four mailings are now "in the: works": a 
quarterly newsletter, a govenunenc release about 
handicapped access regulations, a touring program 
information brochure, and a description of new 
laws concerning performance of copyrighted 
musical works. 

The newsletter mailing is very conventional. 
Many agencies would maintain a separate list of 
all people who receive the newsletter. In the 
National Standard system, such constituents arc 
identified under the "CONfENT' code:. To 
obtain the newsletter list, chc mailer will ask for all 
entries which have "CONlENf" category 20 
(Newsletter) marked . Only the constituents 
imended to receive the newsletter will receive it, 
no matter what kinds of organizations or 
individuals they arc:. In the hypothetical mailing 
list above, both the orchestra and the potter will 
receive the newsletter. 

Information about issues concerning disabled 
and handicapped persons will be sent to anyone 
who requested information under "CONTENT' 
17 (Disabled I Handicapped). If the mailer wanted 
to assure that all performing ans facilities and ans 
centers also received the information, 
INSTITIJTION 15 (Arts Center) and 07 
(Performance Faciliry) would be added. In our 
example, the ans council concert series will receive 
this mailing. (Note that in a conventional system, 
they would likdy have been skipped since not all 
ans councils necessarily require information of 
this type.) 

The touring program information brochure is 
essentially for visual and performing ans sponsors. 
FUNCTION 02 (Sponsor or Prc:scntor) sclectS 
them all, no matter what kind of INSTITIJTION 
each sponsor is. The mailer will not have to go 
through the INSTl1UI10N list and pick the 
kinds of organizations that arc likcl y to act as 
sponsors, because FUNCTION identifies the 
sponsors as a group, regardless of their 
INSTI1UI10N category. In the hypochctical 
mailing list described above, the ans council 
concert series will receive sponsor mail, even 
though many other "Arts Councils I Agencies" will 
noc. Again, the mailing system matches the right 
mail with the right constituents. 

Copyright information on music performances 
is needed most by music performing groups. The 
mailer of this information will ask for 
INSTITIJTION 03 (Performing Group) and 
DISCIPLINE 02 (Music), to obtain all professional 
music performing groups. If individual performers 
and university, community, and youth music 
performing groups should also receive the 
copyright information, the mailer would add 
INSTITIJTION 01, 04, 05, and 06. In the sample 
list above, the orchestra will be the only entry 
to receive copyright information. 
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Some comments are in order before we 
conclude our CX2Jllination of the National 
Standard Mailing List System. First, the 
"TARGET'' code is not intended to define every 
constituent with absolute specificity. Rather, the 
categories and their definitions (pp.114-117) are 
intended to group constituents according to 
similarities and to distinguish differences which 
are useful for mailing purposes. With the varied 
constituents served by arts agencies, there will be 
mailing list entries which do not seem to fie 
anywhere. They should be compared with 
organizations which have similar information 
needs and coded accordingly. The system will be 
useless if the people assigning or editing codes 
mark every questionable entry as "None of 
the above." 

Second, the National Standard Mailing Lise 
System was designed to handle large amounts of 
infonnacion. Although its codes enable it to attain 
the specificity of mailing to all nonprofit senior 
citizens' opera clubs, the system should not be 
used routinely for small mailing lists of less than 
a few dozen names and addresses. These arc best 
maintained just as many arts agencies maintain 
them now - on photocopy label masters. A 
combination of well-organized, up-to-date Jabel 
masters for small mailings and a National 
Standard system for large mailings offers an agency 
the ability co match people and mail both 
efficiently and effectively. 

Grants Management System 

Public ans agencies use grants managemem 
systems to track the gram-making process from an 
application's arrival in the office umil it has been 
duly entered in agency records and reponed to 

appropriate funding sources. For purposes of the 
National Standard, an agency's grants 
management system includes inf ormacion on all 
agency activities for which there is an application/ 
award process and/or a request-for-services 
process, whether or not a grant is ultimately 
awarded. In addition co convemional grants given 
to individuals and organizations for specific 
projects, this definition encompasses comracccd 
program services (e.g. , fees paid co a dance 
company for lecture-demonstrations in a school); 
reimbursements for completed projects (e.g., 
paying for a consultant under a technical assistance 
program); programs awarded by an agency 
without the exchange of money (e.g .. exhibitions 

1 or touring programs organized by the "grant"· 
giving agency), and information on all non­
funded grant applications. It does not include day· 
to-day activities such as routine responses co 
requescs for information or the informal 
"technical assistance" rendered by staff in 
performance of their jobs. 

The core of the National Standard Grants 
Management System is a Constituent Lise entry 
(name and addres.5) for the individual or 
organization requesting arts agency grant funds. In 
the Grants Management System, chis core entry is 
called the "Applicant." To it, the system adds 
information about: 

• the Applicant itself. such as basic 
documentary data, geographic location 
(county, legislative and congressional 
districts, etc.), and a budget profile; 

• the Process used to track applications from 
receipt to final rcpon, including dates and 
codes relating to review and funding 
procedures, an application's status in chat 
procedure, the grant program, and the 
amount awarded; 

• the Project for which assistance is being 
requested, including data on arts discipline 
and type of activity involved, the time 
period, project budget information, and 
amount requested; 

• the final Repon filed by the grantee co 
document how funds were spent and 
matched and how many people beneficed 
from project activities. 

The National Standard Grants Management 
System is designed co enable arts agencies to 
provide specific information about each grant 
application and award, plus aggregate statistics for 
reponing to staff, pands, boards, and funding 
sources on how grant program resources were 
distributed. Data on applications received and 
grants awarded, organized by the system's 
categories (e.g .. program. discipline, gram 
amount, budgec, etc.), are also useful for program 
planning and evaluation. 

Arts Resource Directory Systems 

Public arts agencies use arcs resource directory 
information systems to organize: and classify 
resource data in a manner which will make them 
useful co agency staff members, constituents, and 
the general public. An arcs resource directory is 
any list, catalogue, or file of information about 
cultural assets, whether they be people, 
organizations, businesses, buildings, books, films , 
or events. Resource directories can be typed lists, 
pamphlets, books, index cards, or computer 
printouts custom-designed to a user's specifications. 
The imponanc thing is that they be readily 
available and easily consulted for assistance in 
finding a fact, a publication, an anise, a theatre 
manager, or any of innumerable pieces of 
information about the nation's wcaJth of cultural 
resources. 
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Common ans resource directories are facility 
inventories, anist and aru org;mization registries, 
and sponsors of performing aru activities. The 
eight directories listed on page 45 as the National 
Scandard Ans Resource Dirccrory Systems, include 
these characteristic types. In every case, a 
Constiruent List name and address - of a 
performance or exhibition space. person, 
organization, sponsor, or show - is augmented by 
information unique to that constiruent. For 
example, in the system for a performing ans 
facility directory, me facility's name and address 
form a core to which arc added data on contact 
people, telephone numbers, seating capacity. 
stage dimensions, lighting and sound systems, 
dressing rooms, and so forth. 

As an illustration, let us consider how such a 
resource directory system would be used. Imagine 
an aru agency which has collected data on all of 
me performing aru facilities within a region. The 
information is stored in a compucer which has the 
capacity to son ic in a variety of ways and to 

print it on paper or gummed address labels. Now 
imagine an opera company planning a tour of that 
region. The company's booking agent would like 
mailing labels for the major performing ans 
facilities in me region, and a list of contact people 
and telephone numbers so she can do follow-up 
calls co each sice after mailing the company's 
publicity packet. But she is interested only in those 
facilities with adequate stage dimensions for me 
company's sets, an orchestra pit, lighting and 
sound systems, and a backstage loading dock at 
stage level. Equipped with a list of facilities 
meeting these minimum requirements, she will 
be able to contact someone in each location to 
discuss the possibility of booking me opera into 
the facility. In response co me booking agent's 
request, me ans agency's computer operator will 
be able to type the specifications into the 
computer and present her wich the reference 
material she neecls. 

'Ibe System r,omponents 
As we begin co examine the components of the 

information systems contained in chis book, it is 
crucial that we understand what the National 
Standard for Ans Information Exchange does not 
include. And a helpful way to do chis is co recall 
one way in which we defined "system" in Chapter 
I, namely, as the specifications for organizing, 
defining, and reporting information. 

The National Standard systems are information 
systems in chis sense of the word. They include 
terms, definitions, and reporting requirements 
designed to insure compatibility of the 

information exchanged among public ans 
agencies. They do not, however, dictate which 
people should be part of an agency's information 
systems, or what type and model of computer 
should be used to store and process the data. In 
fact, they do not specify whecher a computer or 
any other equipment is even needed or desirable. 
The systems are nor accompanied by computer 
programs detailing how standard data should be 
manipulated; nor do chey provide a procedures 
manual telling ans agency staff members how to 
file grant applications, for instance, or when to 
send repon overdue notices. The systems do not 
supply guidelines concerning the use of 
information, access to it, or methods for 
safeguarding ic. In shon, me National Standard 
does not standardize me people. equipment, and 
procedures aspects of arts agency information 
management. 

Furthermore, the National Standard does not 
mandate mechods for collecting data from 
constiruents or policies for using information to 
accomplish an ans agency's objectives. Some 
public arts agencies, for example, have successfully 
implemented the Mailing List System by sending 
out questionnaires which asked constiruents to 
code themselves. But these: questionnaires were 
not merely copies of me code exactly as ic is 
printed in this book. The best questionnaires 
included clear, simple instructions, clever layout, 
and design reflecting the agency's image and 
intent. Each rerurned questionnaire was proofread 
by staff to catch errors or misunderstandings, and 
follow-up mailings were sent to constiruents who 
did not respond the first time. Legislators and 
media contacts were coded regardless of whccher 
they returned questionnaires, and obsolete entries 
were deleted from the system. In me end, 
questionnaire design, careful editing, and follow­
up were as crucial to me devdopmenc of an 
effective mailing system as the National Standard 
codes or the agencies' computers. 

To summarize then, me National Standard 
identifies the information public ans agencies 
should be able to provide and the format in which 
it should be provided. The policies and procedures 
governing how chat information is obtained arc up 
to each individual agency. 

The three systems of the National Standard for 
Ans Information Exchange include chese 
components: 

• Fields - spaces for items of information 
(together with definitions or codes which 
identify and describe each field); 

• Sclcaions - specifications for how a 
system should be able to process 
information; 

• Reports - formats for how the results 
should be shown. 
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Fields 

A fidd is a space allocated for an item of 
information in an information system. On a fonn, 
such as an income tax return, a field is the blank 
where a cenain answer is intended to be written. 
For every entry in the system (i.e. , every tax return 
filed), there is a group of fields which, taken 
together, constitute a single tax return form. Each 
field on the form has a name or label to identify 
the information normaJly contained in it. "Last 
Name," "SociaJ Security Number," "Spouse's 
Social Security Number," "Adjusted Gross 
Income," and "Refund Due" are typical field 
names on a tax return. Each field is defined so 
that everyone filling out the form will understand 
the field names in the same way. Tax forms usually 
include an entire booklet of field definitions, each 
written to prevent misunderstanding and error. 
Nearly every field is filled in by most taxpayers, 
but some can be left blank. A single person, for 
example, would skip "Spouse's SociaJ Security 
Number," and only someone who had overpaid 
his taxes would enter an amount beside "Refund 
Due." On the other hand, cenain fields must 
always be filled in. Such fields are required fields 
and usuaJly are those without which the emire 
entry is meaningless or useless. On a tax return, 
"Social Security Number" and "Adjusted Gross 
Income" are required fields. Sometimes fields are 
limited to a specific number of characters. When 
this is the case, the system will not accept letters 
or numbers which exceed that limit. On a tax 
return form, for example, "Social Security 
Number" is limited to nine characters. 

The National Standard specifies field labels and 
definitions for the Constituent Llst and for every 
system. "City," for example, is a Constituent Llst 
field defmed as 

"Post office address. For foreign mail include 
state/province abbreviation and country." 

Hence according to this definition, "Chicago" 
and "Toronto ON Canada" would be valid pieces 
of infonnation in the "City" field. In a mailing 
system, space for "City" may be allocated on a 
constituent questionnaire, and on the label master, 
metal plate, or computer diskette: to which the 
information is uansf errc:d for storage. In a grants 

management system, data spaces are usuaJly 
allocated on application forms and on index cards, 
logbooks, or in computers. The imponant thing 
to remember is that when a field is assigned to an 
information system, it must be allocated for every 
entry in the system, even if ic is noc always filled 
in (e.g., the field "Nonprofit Status" should be 
available: for every constituent listed in a directory 
of sponsors), and it must be labeled and defined 
according to the NacionaJ Standard. 

The NationaJ Standard docs not specify 
required fields, namely, those which must always 
be filled in. With some obvious exceptions (e.g., 
"Applicant," without which a grants system entry 
is meaningless; "ZIP Code," without which a 
mailing list entry is useless), required fields will 
vary among system users, so the choice co make 
a field required is left to each individuaJ agency. 
Nor does the NationaJ Standard mandate field 
sizes, although for the sake of practicality, it does 
include suggestions. So while it is not crucial for 
nationaJ data exchange that the field "Name 
(organization or individual)" be thirty characters 
long, an agency which wishes to use standard 
3 3/16" x 7/8" labels should not exceed thar 
number for any field or group of fields which 
muse fit on a single line of an address label. 

Most fields in the Standard are designated as 
either "Numeric" (i.e., all numbers) or "Text" 
(i.e., letters, numbers, and other symbols), 
although the user can sometimes choose between 
the two. These terms refer to the type of characters 
required of the system when fields appear in 
primed form. Two additional terms, "Date" and 
"Constituent" also appear under the heading 
"Type Required" in the National Standard 
systems. "Date" refers to a regular configuration of 
six numbers (11128/81), and "Constituent" is a 
group of Constituent Llst fields ("Name -
organization or individuaJ," "Address I," "Addre~ 
2," "City," "State," "ZIP Code") with their 
accompanying type requirements. 

Codes 
Sometimes the NationaJ Standard stipulates 

that a field be filled in with a code, namely a 
letter, number, or symbol which represents some 
piece of information. While countJess differenc 
names can be included in a "Name" field, and an 
endless variety of dollar amounts could be entered 
under "Grant Amount Requested," a code limits 
the user's choice co one of several very specific 
options. 



For example, if a group of panelists were asked 
to rate a dance perfonnance, chcy might respond: 
"exciting," "colorful," "very good," "boring," 
"repetitious," "unusual," "okay," and so forth. But 
if che person asking che question wished to reduce 
the range of possible responses and categorize 
them for easy comparison, she might ask the 
panelists to use the numbers I , 2, 3, 4, and 5 
to designate "very good," "good," "fair," "poor," 
and "very poor." Each code number would 
represent one answer and would organize 
information which would otherwise be too general 
or varied to use. 

The National Standard uses many codes to 
represent specific infonnation, including the 
"Discipline" code, which appears in alt three 
systems, and the "Characteristics" code, which is 
found in the Grants Managemenc and Arts 
Resource Directory systems. There are aJso codes 
classifying types of spaces. stages, floors, fly 
systems, light boards, pianos, security systems, and 
anists in che various directories. 

Unless othetwise slated in the field definitions, 
National Standard codes are firmly established to 
insure compatibility, and may not be modified at 
all. If an agency were to add or remove portions 
of the codes, the information collected would 
mean something different. For example, if "48 
(School - Primary)" were added to che 
INSTl1UllON column of che Mailing Lise 
System's 'TARGET" code, the existing cacegoty 
"21 (School - Elementary)" would have a changed 
meaning; it would no longer include grades one 
chrough three. The agency using che altered code 
would not have information compatible wich the 
National Standard. 

The National Standard code chat is used 
throughout che Grants Management and Arts 
Resource Directoty Systems to describe 
"Characteristics" of individuals and audiences 
may be expanded to meet agency needs as long as 
additional categories do not replace or redefine 
National Standard categories. For example, a letter 
or number designating a French American 
audience could be added as Jong as the same 
audience was also coded as "W (White - not 
Hispanic)." 

Another, the "CONTENT" code of the Mailing 
list System, should be expanded to meet special 
agency needs. As we have already seen, the first 
nineteen categories are established by che National 
Standard, buc subsequent categories can be added 
to reflect each agency's unique mailing activities. 
If, for example, an agency offers a subscription 
newsletter about literarure and literary criticism, it 
would be appropriate to assign a "CONTENT' 
category to that type of mail. This will insure chat 
those who have paid to receive che newsletter can 
be identified easily for selective mailings. 

In several instances where a code is to be used, 
the National Standard docs not specify the code's 
categories at all; instead, each agency using the 
system is required to design its own code. 
Examples are che "Program" and "Starus" codes in 
che Grants Management System, which refer to 
the unique grant programs and processing 
procedures of individual ans agencies. In these 
cases, a nationally compatible code is neither 
possible nor desirable. 

Finally, chere are sicuacions in the National 
Standard systems where codes are not mandated 
hue would be useful. For example, an agency 
collecting data according to Massachusetts' sub­
statc regions could allocate up to fourteen field 
characters for each entry in its grants management 
system to record WESTERN, CENTRAL. 
NORTHEAST, GREATER BOSTON, or 
SOUfHEAST. Or it could use a code ("l, 2 , 3, 
4, 5" or"W, C, N, G, S") to represent the 
desired information. Grants Management System 
fields for recording counties and legislative districts 
could be coded in a similar manner. 

Selections 

Selection is the method used to choose a specific 
portion of the data scored in an information 
system for printing in a report or displaying on a 
terminal. It is che process ac work when a person 
pioo certain folders from a file drawer or when a 
computer chooses specific entries from an 
d~u~nic data base according to predetermined 
cmena. 

Suppose, for example, that an agency wants to 
mail only to Kansas City addresses. In its mailing 
list system, the file or data base is the entire 
collection of all names, addresses, and codes. For a 
mailing of only Kansas City addresses, the 
selection criteria is that the "City" field must be 
"Kansas City." The process of picking only Kansas 
City addresses and passing over all others is called 
selection. When chis is done, the result is no 
longer "just a mailing list"; it has become "a 
Kansas City mailing list." 
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Sdection is one of the greatest powers of a 
computer, since the speed and accuracy with which 
a computer can perform this process allow users 
to print selectively almost immediately upon 
request. More importantly, selection by a 
computer allows users to take a large mass of 
information which would otherwise be difficult to 
comprehend, and break it into smaller, 
understandable parts. 

The power to select is just as essential in a 
manual or mechanical system where the speed and 
accuracy of a computer are not available. For 
example, in a manual grants management system, 
it is sometimes important to be able to puII from a 
file drawer of all grant applications only those 
for dance projects - or those from the third 
Congressional District, or from the Southwest Arts 
Council, or with Hispanic artists participating -
even if this takes a Jong time. 

Many information systems, particularly those 
involving computers, include the capability to sort 
data, that is, to put entries in a specific order (e.g., 
alphabetically by surname or in descending order 
by grant amount). It is important to keep the 
processes of"selecting" and "sorting" distinct. 
Selecting is picking out entnes according to certain 
criteria. To select by the ZIP Code "02138," one 
would pull from a system all entries that have this 
particular ZIP Code. Soning is putting entnes 
into a new order according to certain criteria. 
To son by ZIP Code, one would put each entry 
in ZIP Code numeric order, beginning with the 
"OOOOO's" and ending with the "99999's." 

The National Standard includes selections for 
the Mailing List and Grants Management Systems. 
They are expressed in sentences (e.g., "Get any 
applications from the Sarasota Senior Citizens 
Guild") to illustrate the types of criteria to be used 
in the selection process. It is recognized, of course, 
that there are a variety of ways in which such 
selection requests could be made to a computer 
system (e.g .• APP ::: SARASOTA SENIOR). The 
National Standard does not specify the language 
of selection statements or the order in which data 
must be sorted. It simply illustrates what arts 
agency information systems should be able 
to provide. 

Reports 

Reports are the documents generated by an 
information system. They are the organized 
information typed or written by hand in a manual 
system, or the hard copy output of a computer 
system. Each report is composed of fields of 
information selected from the system's storage 
medium - whether that be an index file, a 
drawer, a pile of applications, or a computer disk 
- and presented in a prescribed format which 
includes elements such as titles, headings, results 
of calculations, totals, and space. 

Because repons are the primary form of 
information exchange among public arts agencies, 
they are included as components of the Mailing 
List and Grants Management Systems. 

Necessary and Optional 

Each field, selection, and report component of 
the National Standard systems is designated as 
either "Necessary" or "Optional." 

• Necessary components are those which every 
public arls agency with applicable information 
systems should be able to provide. 

• Optional components are those which should 
be consistent among the agencies which choose 
lo include them in their systems. 

• Unique needs of individual arts agencies are not 
included in the Nacional Standard, but when 
such needs require additional fields, selections, 
and reports, they should not replace or redefine 
those contained in the National Standard. 

Necessary fields, selections, and repons 
represent the minimum essential information in 
a Nacional Standard system. Necessary system 
components are needed 

• in an agency, for effective use of an 
information system, and/or 

•on a national basis, as part of a pool of 
data about public arts activities in America. 

Necessary fields include the Mailing List System 
"Mail Code," and Grants Management System 
"Congressional District of Applicant," "Discipline," 
and "Grant Amount Requested." Necessary 
selections specify that public arts agencies be able 
to select all nonprofit arts centers from a mailing 
list, for example, or all grant applicants seeking 
funding for theatre projects from a grants 
management system. Necessary repons show how 
the selected information should be presented. 
Mailing labels are a Necessary rcpon in the Mailing 
List System, and every grants system should be 
able to provide a cable showing specific budget 
information for each application. Necessary 
selections and reportS use only Necessary fields; 
the National Standard does nae list as Necessary 
any processes or report formats based on non­
Necessary data. 59 
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Optional system components could be useful 
• in an effective information system and lot 
• in a national analysis of arts data; 

however, they are not needed on a national basis. 
If included in an agency's infonnation systems, 
Optional components should be defined and 
maintained according to the National Standard to 
insure compatibility among those choosing to use 
them. Optional fields include "Contact Person" in 
the Mailing List System, most project budget fields 
in the Grants Management System, and all fields 
in the Arts Resource Directory Systems. The ability 
to select grant applications by "Date Repon Due" 
is Optional, because while it shoutd be consistently 
understood when used, it is not essential to a 
grants system or needed on a national basis. A 
report listing aJl Mailing List System names and 
addresses horizontally on pages of paper would be 
useful as an edit to confmn the accuracy of data 
entered into a com purer system. But since such a 
report is not needed on a national basis and would 
not be the primary form of mailing list exchange, 
it is an Optional repon. 

The National Standard does not include fields, 
selections, or reporcs which 

•are useful only in unusual situations (e.g .• 
"Local Developmenc Region Number," a 
repon of grant projects involving more 
than twenty volunteers); 

• need not be maintained in the same 
manner by all agencies choosing to use 
them (e.g., "State Tax Identifying 
Number," a summary repon of grant 
applications to be reviewed by a music 
panel); 

• relate to data collec1ed for documentary 
purposes only and therefore are nor 
exchangeable information (e.g .• checklists 
indicating receipt of financial s1atements, 
resumes, and other supporting documents: 
selection by all applicants who forgot to 
enclose a copy of their tax-exempt s1acus 
letter). 

Arts agencies may, of course, include such 
components in their information systems, and are 
encouraged by the National Standard to do so in 
certain instances. However, additional fields, 
selections, and reports must not replace or redefine 
either Necessary or Optional components. For 
example, an agency with grant review panels 
organized along arts discipline lines may have a 
field labeled "Panel" and may code each 
application according to which panel will consider 
it. This field muse not, however, be used in place 
of the National Standard "Discipline" code, even 

if all categories arc identical, since this would be 
replacing a Necessary field. Nor may an agency 
decide to delete "conscruction" from the Grants 
Management System "Type of Activity" code 07, 
which reads "f.tcilicy design, construction, 
maintenance." This would be redefining an 
Optional field. So while individual arts agencies' 
unique needs can be addressed in their 
informacion systems, this should not be done at 
the expense of the standard vocabulary established 
by and for them all. 

Compliance 
Through its systems and their Necessary and 

Optional components, the N~tional Standard 
provides a mechanism for leading public arts 
agencies coward compatibility of the information 
they use, compare, and exchange. It may be useful 
in this context co detail how this compatibility 
can be achieved and how the designers of the 
Standard built an implementation schedule into 
their plans. 

It was the intent of the National Information 
Systems Project that all project participants -
namely, the National Endowmem fo1 the Arts, 
fifty-six state and jurisdictional arcs councils, and 
eight multi-state arcs organizations - would 
achieve compliance with the National Standard for 
Arts Information Exchange by September 30, 
1982. It was further anticipated that by the fall 
of 1983 they would begin to report on fcdcrnlly 
funded monies according to the Nacional Standard, 
and that by September, 1985, all agencies would 
have at least three years of National Standard 
grants information available. From that point, 
public arcs agencies would be expected to retain 
a minimum of three years of historical grant 
program data at all times. 

To be in compliance with the National 
Standard, an arts agency's mailing list, grants 
management, and arts resource dirccmry 
information systems would have to meet the 
foHowing criteria: 

1. provide all Necessary fields, selections, 
and reports according to National Standard 
specifications; 

2. use National Standard specifications for 
any Optional fields, scleccions, and reports 
which the agency chooses to use; 

3. comply with the rule that any additional 
fields, selections, and repons provided by 
the system not replace or redefine National 
Standard Necessary or Optional components_ 



Many ans agencies began the process of 
planning and developing National Standard 
information systems in late 1979 and early 1980, 
when NISP block grants first became available for 
this purpose and system specifications were 
released. In December, 1980, the Board of 
Directors of the National Assembly of State Aru 
Agencies (NASAA) recommended that its . 
membership continue system implementaaon to 

achieve: National Standard compliance: by the: fall 
of 1982. Meanwhile, the National Endowment 
for the: Aru' Office: for Partnership was finishing 
its plans to use revised final rc:pon requirements 
to collect National Standard data from state arts 
councils for their Fiscal Year 1983 federally funded 
grant programs. Thus it was imperative that effons 
to plan and develop nationally compa~blc: 
information systems continue:. Othc:rw1Se arts 
agencies would find themselves in the difficult 
position of revising their record-keeping 
procedures at the time new reponing requirements 
went into effect, or of being omitted from research 
projects because no data were available. 

Changing the 
National Standard 

Through implementation and use of the 
Standard systems, and with changing emphases 
and needs in the American arts community, 
portions of the National Scandard may need to be 
amended from time to time. Changes to the 
systems need not be: octensive, but flexibility is 
essential if the: systems are to be effective:. For 
example:, some: day it may be advisable to make 
some of the Optional Granes Management System 
fields, selections, or repons Necessary on a national 
basis, to revise cenain field definitions, or to 
reorganize and redefine: some code: categories. 

A procedure for changing the National 
Standard for Arts Information Exchange: has been 
developed and approved by the NASAA Board of 
Directors as follows: 

I. Written comments and specific revision 
proposals will be submitted to the National 
Assembly of State: Arts Agencies office: at any 
time:. (See pp.189-192 for Reader's Comment 
Forms. If they have: been removed, address 
your comments to NASAA, 1010 Vermont 
Avenue, N.W., Suite: )16. Washington, 
D.C. 20005.) :;-z,,O 

2. These: comments and proposals will be 
reviewed by staff periodically and forwarded 
to the NISP Policy Commim:e with 
recommendations. 

3. The NISP Policy Committee: will 
recommend amendments based on its own 
review of proposed changes and its 
consideration of staff advice. 

4. NISP Policy Committee recommendations 
will be submitted to the NASAA 
membership and to all other interested 
panics in the arts community for review and 
comment. 

5. The NISP Policy Committee will make 
formal amendment recommendations to the 
NASAA Board every four years. 

6. The NASAA Board will take action on 
NISP Policy Commitcec: recommendations, 
after which new system specifications will be 
published and go into effect within a realistic 
and Board-approved time period. 

Conclusion 
The National Standard for Arts Information 

Exchange provides a means to collec~ and analyze 
compatible information about public arts agency 
constituents, activities, and resources. It results 
from a conviction that information systems have: 
benefits beyond those: of supplying accurate data 
with which to perform daily tasks and to serve 
the: needs of individual agencies. In its three 
systems, the National Standard furnishes a 
powerful tool to the entire arts community. If this 
tool is used properly, ans agencies will be able to 
gather their separate information reso~rces to 
identify both what they have accompltshed 
collectively and where fucure energies should be 
concentrated to increase: and improve public 
understanding of and suppon for the ans. 

On the other hand, if research opponunities arc: 
abused, if information is collected simply because 
it exists, or reports arc: generated without thought 
to their value, wise planning and decision-making 
in public arts agencies will have a precarious 
future. NISP and the National Standard represent 
only a beginning of the realization ~a~ . 
information leads to power. They will 1nsprre even 
greater curiosity about what other syscc:~ and 
more: sophisticated systems could do, which 
national research efforts might benefit from 
systems dc:velopmem, and how the: arts 
management business could profit from the !~test 
information processing technology. When thts 
happens, it will be essential that pu~lic arts . 
administrators know how to use the: 1nformauon 
resources they have incelligemly and creatively. 
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Chapter IV 
Steps Tuward Systems: 

bnplementing the 
National Standanl 

I n previous chapcers, we have examined the 
concepts behind developing and using 

information syscems, and have discussed the 
specific components of the National Standard for 
Ans Information Exchange.While the Nacional 
Standard provides many things to an ans agency 
desiring good mailing lisc, grants management, 
and ans resource direccory syscems, there is much 
that an agency will have to do for itsdfbefore 
information systems of any type are in place and 
operating efficiently. It is with these additional 
steps that we are concerned in the present chapter. 

It is irnponant to remember that the National 
Standard information systems for mailing lists, 
grants management, and ans resource directories 
were developed within a national framework and 
do not, therefore, take into account every agency's 
special program, constituent, accounting, and 
operating needs. Those terms, definitions, and 
reponing requirements which arc needed or useful 
in an information system or for a national 
exchange of ans infonnation, and are therefore 
pan of the Standard, do not nec~ily include 
all the requirements of every public ans agency. 
In fact, the National Standard deliberately omits 
items which are useful only in unusual situations, 
need not be maintained consistently, or relate to 
data collected for documentary purposes only. 
Y c:t these arc legitimate pares of many ans agency 
information systems. Moreover, the National 
Standard systems are infonnation systems in a 
limited sense; they do not include the people, 
equipment, procedures, and policy aspects of ans 

agency information management. These muse be 
dctennined individually by arcs administrators 
who have established what information their 
agencies need and why they need it, and have 
prepared co cake the steps neces.wy co achieve 
their management goals within the context of 
nationally compatible information systems 
development. 

Nine Steps 

This chapter will examine nine steps which are 
essential to the process of implementing National 
Standard information systems. They arc: 

Step 1 : Determine Oucput 
Step 2: Determine Input 
Step 3: Design System 
Step 4: Choose Methods 
Step 5: Test New System 
Step 6: Document New System 
Seep 7: Train Users 
Step 8: Operate Parallel Systems 
Step 9: Discontinue Previous System 

These nine steps should be followed by each 
agency developing or revising an information 
system, regardless of its purpose or type. No steps 
should he omitted. 

Before looking at each of these steps in detail, 
however, it will be valuable to review what an ans 
agency muse accomplish he/ore it embarks on a 
journey of planning, designing, and implementing 
an information system. 
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First, the agency should perform the preliminary 
analysis of its information requirements described 
.in Chapter II. This process begins with a review of 
the agency's organizational goals and objectives in 
order to clarify what constituents the: agency serves 
and what information must be available: for it to 
sel\'e them. Then the agency must establish 
prjocities for information management and 
systems improvement, consciously choosing co 
obtain and maintain data conducive to achieving 
agency goals. The agency must also take time: to 
analyze and evaluate the people, equipment, and 
procedures comprising its present information 
systems. Only after a thorough management 
review, which considers needs, priorities, and 
present capacities to meet information 
requirements, will an agency be ready co 
determine: which information syscem shou Id be: 
revised or devc:loped first. 

Second, the agency preparing co implc:menc a 
National Standard information system should 
establish a plan for accomplishing each of the 
syscem development steps. It should include: the: 
functions and responsibilities of each staff member 
to be involved in the: process, including those ac 
top management levels. It should detail the: 
procedures necessary co accomplish the nine: steps, 
and provide deadlines for each. Above all, it 
should be: realistic, allowing adequate time for 
the: research, planning, and plain hard work which 
each step will require. A5 we have noted, there 
are no shortcuts to improving information systems. 
An agency embarking upon such a project should 
be prepared from the: beginning for the: time and 
effort which will be: required and the problems it 
will Iikc:Iy c:ncouncer. 

Finally, agency scaff members responsible for 
implementing an information system should 
become thoroughly familiar with the: National 
Standard for Ans Information Exchange. They 
should pore over Chapter Ill and the Standard 
(pp.105-167) until they understand the unique 
functions of each National Standard system and 
the Constituent List. They should be able: co 
define the three: syscem components and 
understand the: purposes and uses of the: systems' 
various codes. Staff members should know what 
distinguishes Necessary, Optional, and additional 
system components, and should be well versed in 
what constitutes compliance with the National 
Standard. And, of course, they should be 
thoroughly acquainted with the terms, definitions, 
selections, and reports relevant co the specific 
system they are implementing. Until this 
knowledge: has been mastered, the staff will not 
be capable of developing a system which meets 
the agency's minimum information requirements. 

Three Agencies 

As we: consider the steps which constitute: the 
remainder of this chapter, we will become 
acquainted with three hypothetical state arts 
agencies of different sizes and from different parts 
of the nation. These ans councils - we will call 
them Agencies A, B, and C - will illustrate how 
to implement an ans resource directory, mailing, 
and grants management system, respectively. The 
systems they implement arc: described here as 
examples only; they do not necessarily represent 
complete or recommended information systems. 

As one: of its services to constituents, Agency 
A off crs referrals of pcrf orming artists available: 
to organizations for workshops and residencies. 
For years the: agency has 1elied on a staff member 
who is familiar with many of the artists and arcs 
organizations in the state and can usually make 
appropriate suggestions. But she is retiring. In 
order to continue offering the referrals, Agency A 
wants co set up a resource directory of artists. 

Agency B has maincained its mailing list on 
paper cards for elc:ven years. Each time a mailing 
is required, the secretary takes the: cards to a 
mailing company where they are photocopied 
onto labels. The list has grown to include 5 ,400 
cards, soned and filed in ZIP Code order. There 
is no way the agency can obtain an alphabetical 
list of the names to look for errors and duplicates, 
although there: are many of each. And more 
imponantly, postage and printing costs associated 
with using the cards are getting to be too expensive: 
because the: system is unable to select certain 
people or organizations for a mailing; with these 
cards, ic is all or nothing. Consequently Agency 
B has decided to revise its mailing list system. The 
information needed in the new system will be 
the same as that on the cards (names and 
addresses), except that a code: should be added to 

facifime selecting specific pares of the list for 
special mailings. The new system should also be: 
able to sort all selected names and adruessc:s by 
ZIP Code, and occasionally provide a printed edit 
fist in alphabetical order. Finally, the: mailing 
system must be able to p1im p1essurc:-sensitivc: 
labels for small mailings and Cheshire labels to 
save money and time on large: mailings. 



Agency C has a large financial assistance 
program which offers competitive grants and 
fellowships to arrs organizations and individual 
artists. Guidelines, documents, and deadlines vary 
somewhat for each grant category, but all 
applications arc reviewed by the staff, a panel, 
and the Council before a decision is announced. 
The agency's recent program appropriation 
increase from the state legislature has enabled it 
to increase budgets for all its financial assistance 
categories. & a result, however, the two grants 
office staff people are processing more grant 
applications and having a harder time each quarter 
preparing application summaries for review panel 
and Council meetings. Jn fact, the last time the 
panel met, the staff worked lace evenings for a 
week in an effort to process all grant applications 
before the meeting. To complicate the: situation, 
the state legislature is becoming increasingly 
interested in the agency's grant programs. 
Legislators call regularly for information about 
"my district" which arrs agency staff people cannot 
provide without days of research. The present 
system of cards and logsheets is too slow for the 
volume of applications being processed, and as 
time passes its inadequacy increases. Agency C 
hopes to replace it with a new gnznls management 
system providing faster, easier access to 
information and more accurate responses co a 
variety of grant-related questions. 

Slept: 
Detennine OUtput 

The firsr step in revising or developing an 
information system is to determine the "output" 
of the system, that is, to decide 

• what the system must provide to meet the 
agency's needs; and 

• how often and how quickly this information 
will be required. 

An agency's information needs may be imposed 
by legal responsibilities (such as the reporting 
requirements on a grant from the fcder.tl 
government); they may be politically inspired 
(such as informing legislators of grants awarded in 
their districts); they may pertain to constituents' 
needs (such as maintaining directories of sponsors 
for touring companies); or they may be related to 
programming and internal management (such as 
maintaining grant project statistics upon which 
planning decisions will be based). 

Information systems provide data by producing 
output on a scheduled (e.g., monthly) or as­
necded (e.g., upon request) basis. Accurate 
descriptions of the frequency with which both 
regular and unscheduled information will be 
needed arc an important pare of determining a 
system's output. Gcrting the mailing list for a 
quarterly newsletter only once a year will not meet 
an agency's needs; receiving the labels twice a 
month, on the other hand, would be an 
unnecessary expense. 

System output is determined most easily by 
making a comprehensive list of the kind of 
information needed, how often it is required, and 
in what form or order it should appear. Items on 
a list of scheduled output could be: 

On the firsr of every month, we need a list 
of grants awarded the previous month within 
each arrs discipline, showing the grantees' 
names and cities, the dollar amount paid to 
date, and the account category. 

or 

Once every three months, we need a set of 
Cheshire labels in ZIP Code order of all the 
people on our mailing list who arc supposed 
to get the quarterly newsletter. 

&-needed output from an information system 
might be described as follows: 

Whenever someone calls from the 
comptroller's office (approximately once or 
twice a month), we need co know the balance 
in the touring program account. 

or 

Within two days of receiving a grant 
application, we need co send out an 
acknowledgment letter. 

Sometimes an agency's needs impose special 
demands upon the output capabilities of its 
information system. For example, government 
agencies may demand that a particular report be 
filed on a special form, such as a granting agency's 
own report form or the Internal Revenue Service's 
Form W-2, which swrunarizes an employee's 
salary and wages. When this is the case, the output 
list should indicate chat the system must be able 
to type data on a particular document or in a 
unique manner. Ocher examples of special output 
demands arc the National Standard Grants 
Management System repon formats, or the need 
to produce a grant summary sheet which fits an 
8 'h" x 11" council notebook. 
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Finally, it is imponant to note here that public 
ans agencies choosing output specifications for 
their information systems must regard much of the 
data they decide to rcpon as public information. 
Just as many agency files arc legally open to public 
scrutiny, so is the output of an information 
system. Consequently, some agencies have opted 
not to collect, analyze, or repon information 
which is particularly sensitive or politically volatile, 
unless specifically required co do so. Others have 
developed policies on the use and release of 
information to insure that it is presented and 
disseminated in a context most likely to encourage 
its accurate imerpretation. For example, if a 
legislator asks for a list of all museum grants 
because a museum in her district is displeased 
with the outcome of its application, the agency 
may enclose with the list an explanation of the 
decision on the unhappy museum's request. 
Another agency might deliberately omit grant 
request amounts from a published list of grant 
awards in order to prevent misunderstanding of 
the "percentage of request funded" in cases where 
applicants asked for more than program guidelines 
permitted. So while ans agencies should avoid the 
trap of preserving poor systems to make it 
impossible for the public to scrutinize their 
activities - thereby precluding opponunities co 
rectify undesirable situations on their own as well 
- they should also be aware of the possible 
abuse of their information system output. 

Agency A 

The ans council planning to develop a resource 
directory of artists in order to continue its referraJ 
service came up with the following list of 
information system requirements: 

1. Whenever someone requests an artist's 
name for a workshop or residency 
(approximately ten times every week), v.e 
need to be able to provide the names, 
addresses, and telephone numbers of artists 
in a cenain county and working in a certain 
ans discipline. 

2. Within two days of a call for information, 
we need to send out written confirmation of 
the referred artists' names, along with their 
addresses, telephone numbers, and reference 
lists of previous workshop and residency 
sponsors. 

3. Once a year, we need to contact all artists 
in the directory to update their addresses, 
references, and other descriptive information. 

Agency A's system output requirements are not 
complicated. If it had wanted co send out 
individually-typed letters when responding to 
rcfcrraJ requests, for example, this would have 
been listed as an additional requirement. But after 
considering the matter, the agency's director 
decided that photocopied forms would be 
adequate. 

AgencyB 

The ans agency planning to revise its present 
paper card mailing list system described its 
information output needs as follows: 

I. Once a month, we need a ZIP Code-
soncd set of Cheshire labels for the n~slctter 
portion of the mailing list. 

2. Once a month (two weeks before the 
newsletter is ready to go out), we need a list 
of everyone on the mailing list in order to 
make nec~ary corrections. 

3. Anytime at all, with three days' notice, we 
need to be able to get a list or labels (Cheshire 
or adhesive) for any particular group on the 
mailing list, such as all nonprofit 
organizations, individual visual artists and 
photographers, people in a cenain ZIP Code 
region, or entries which have not been 
updated within the last year. 

4. Anytime at all, with three days' notice, we 
need to be able to get a coum (no lists or 
labels) of the total number of entries for any 
particular group on the mailing list so we 
can tell the primer how many copies of a 
certain mailing we will need. 

Agency B must also estimate how frequently its 
"anytime at all" needs will occur - does this 
happen once a year, once a week, or somewhere in 
between? - since this will affect the eventual cost 
and required sophistication of its information 
system. After thinking about how they plan to 
use their mailing system, staff members estimated 
that Output 3 will be required approximately 
twice a month and Output 4 will be needed eight 
times a year. They noted, however, that if the 
agency decides to make its list available to 
constituents, both estimates will have to be 
increased considerably. 
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AgencyC 

The arts council replacing its inadequate grants 
management system arrived at this system output 
fist: 

1. Just before each quarterly panel meeting, 
we need lists of alt applications soncd by 
applicant (showing past funding and current 
request). discipline (to help evaluate 
demand), or county (to see the geographic 
distribution of requests and grants). 

2. Three days after each panel meeting. we 
need lists of all panel recommendations to 

include with the Council's application 
packet, sonc:d by applicant, discipline, or 
county. 

3. Three days after each quarterly Council 
meeting, we need lists of all grants awarded, 
one for each legislative district in the state. 

4. Five days after each Council meeting, we 
need lists of grants awarded organized by ciry 
or counry, to prepare press releases announcing 
grants. 

5. Two weeks after each Council meeung, 
we need lists of grants awarded soned by 
type of project activity, to look for trends 
which may necessitate modifying our 
programs or guidelines. 

6. Whenever an applicant calls to inquire 
(which could happen as often as ten times 
daily during peak periods), we need to be 
able to find out whether his grant check has 
been prepared, and if so, when. 

7. Every three weeks, we need to send 
reminders to applicants whose final reports 
are overdue. 

8. Once a month, we need a report showing 
grant funds encumbered to date, sorted by 
f1SCal year and account, so we can reconcile 
grants office and accouming division records. 

9. Once a year, we need lisrs and summaries 
of all granrs awarded using funds from the 
National Endowment for the Arts' State 
Programs office. 

10. When the legislature is in session, 
whenever a legislator has a question, we muse 
be ~bl_e to answer the question using accurate 
statlSUCS. 

11. Just before we print our annual repon 
each year, we need a fist of all granrs awarded 
that year organized by city, and total dollar 
summaries by discipline and type of project 
acciviry. 
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Agency C's experience: with its present grants 
system revealed the need for regular reporrs 
organized in a number of ways, for data and 
nocices provided to several panics in a timdy 
fashion , and for immc:diace responses to certain 
inquiries. Its fist of system output requirements 
reflects these information management priorities. 

Step2: 
Detennine Input 

Once it is clear what information a system must 
provide to meec an agency's objectives and how 
often this information will be required, the agency 
is ready to decide whac daca need to be put inco 
the system in order to produce the desired output. 
This seep is called determining the system's 
"input" requirements. 

An information system's input will be largely 
determined by the output fist developed during 
Step 1. For example, if an agency decided that one 
output requirement is: 

"Every three weeks, we need to send reminders 
to applicants whose final reporrs are overdue," 

it is apparent that its grants management system 
must include data on who received grants, when 
their reports are due, and whether their reporrs 
have been received. 

The simplest way to determine: system input is 
to name and define the fields (spaces allocated for 
items of information) necessary to generate each 
output requirement. As we noted in our discussion 
of fields in Chapter III , every field must have 
a name (to identify the information to be 
contained in ic), and a definition (to insure that 
everyone using the system will understand the 
field name in the same way). The order in which 
information fields arc listed is usually insignificant, 
since most systems can reorganize them as needed. 
Bue for planning purposes, an agency may wish co 
group its fields in a logical order. The agency 
illustrated above determined that four fie Ids are 
needed to produce the output it desires: 

Applicant* 
One constituent from the Constituent List. 
(See Constituent List for definitions.) 
GrmtAw.ud* 
Dollar amounc of grant awarded. If the 
application was not funded, emer O. A blank 
field indicates that a decision has not been 
made. 

Date Report Due* 
Date on which final report of"Appficant's" 
project is due. 

Date Report Received* 
Date on which final repon of"Applicant's" 
project is received in agency office. 
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Another factor detetmining which fields will 
ultimacely appear on an agency's input list is the 
National Standard for Arts Information Exchange. 
As we have seen, the National Standard includes 
the names and definitions of hundreds of fields 
which might be included in mailing list, grants 
management, and arts resource directory systems. 
For puipOSes of national compatibility, some of 
these fields muse appear on an agency's input list 
regardless of whether they are mandated by oucpuc 
requirements. For example, before the National 
Standard was developed, few agencies needed daca 
on their grant applicants' congressional districts. 
Therefore a repon by congressional districc 
probably would noc have appeared as a system 
output. This is needed nationally, however, and 
consequently "Con~ional District of Applicant" 
is a Necessary field in the National Standard. 
Thus, to insure that its system will meet all 
national requirements, an agency should 
detctmine input using the National Standard in 
this manner: 

I. Use 411/National Standard Necessary fields 
appropriate for the information system being 
developed. 

2. Choose the National Standard Optionm 
fields needed to accomplish output objectives. 

3. Add any addilionm fields needed co 
accomplish output objectives, making ccnain 
they do not replace or redefine National 
Standard fields. 

As an agency begins the task of determining 
input fields and definitions, ic will have to face 
the issue of how to collect the data which wiff 
comprise the entries in its information system. 
Will ic be gathered on a questionnaire spc:cificall y 
designed for the cask as is likely when the system 
is an ans resource: directory? Or will the data come 
into the office via telephone calls, subscription 
forms, memos jotted by staff people, or "Address 
Correction Requested" mail rerumed by the post 
office? Wiff one system entry draw its fields of 
information from a variety of sources, such as the 
application documents, panel and council 
summary sheets, rcpon forms, and grant hiscory 
logs which make up a grants management system? 

Thinking about how it will assemble: the data it 
needs should encourage an agency to cvaluace how 
ic presently uses the tools of the information 
management business. And if current documents 
and practices arc inadequate to produce required 
system input, the agency will need to design new 
information gathering instruments. Questions 
must be worded carefuffy and contain no 
ambiguities. Layout should reflect a logical 
progression of thought, and design should be 
consistent with other material produced by the 
agency. Application and repon forms for all grant 
programs should use a standard cover page and 
"for office use" section to gather basic input data 
on all applicants and projeas and to document 
each application's progress through the review 
process. Final rcpon forms should not surprise the 
applicant with requests for data in new and 
unusual combinations, but rather should enable 
him to rcpon specific, useful information about 
the project completed. In shon, how an agency 
chooses to gather data and what cools it provides 
for that purpose will significantly enhance the 
quality of the information it receives and the 
effectiveness of its system. 

An agency's plans for editing and proofreading 
its input data are also crucial co the dcvcfopmenc 
of an effective information system. Staff members 
who arc thoroughly familiar with the system's 
input fields, definitions, and all of the questions 
on forms and documents muse be available for 
these tasks. As information is obtained, these 
people must edit it to make certain that it is 
consistent with field definitions. They should read 
the encire form or questionnaire, making sure all 
required fields are provided and the arithmetic 
is accurate. They must scan the data for 
misunderstandings and correct any they find. 
Finally, after information is input co the system 
(e.g., transcribed on cards or fogshcets, typed 
into a computer), someone muse faithfully 
proofread every entry. Only people, working as 
part of an information system, are capable of 
distinguishing between accurate data and erro.rs; 
given incorrect data, an information system will 
simply use them in all repons it produces, possibly 
compounding the problem as it docs so. 



To simplify the process of obtaining accurate, 
consistent data for system input, an agency may 
plan its questionnaires and documents to include 
some field definitions, either as pan of a question 
(e.g., "What is your function or purpose in the 
ans?"*) or in a list of instructions. And in some 
instances, it may wish to streamline the editing 
process even further by having a knowledgeable 
staff person provide the information needed. An 
example is the National Standard Grants 
Management System field "Discipline," which 
describes the ans discipline in which project 
activities are involved. A staff person familiar with 
the code will know that a mime performance 
should be classified as "theatre," although the 
applicant or mime artist might be inclined to list 
the event under "dance." Bue printing the entire 
code and its definitions on the application form 
would take a prohibitive amount of space. So the 
agency could solve the problem by having 
someone assign the "Discipline" field when the 
application is received. 

The business of deciding how to collect reliable 
information and planning the essential editing 
and proofreading processes inevitably brings up 
the matter of the work and expense involved in 
gathering, recording, and processing data. 
Agencies should remember that the decision co 
collect just one field is a decision to collect, edit, 
input, proofread, and maintain that field for every 
entry in the system. So an agency which includes 
the field "C.Ounty" on its 10,000 name mailing 
list, for example, has made a commitment to 
gather, record, and repon that field not once, but 
at least 10,000 times. Likewise the agency which 
receives 1,000 grant applications per year and has 
80 data fields in its grants management system, 
must have the wherewithal to handle 80,000 
pieces of information annually. With this in mind, 
agencies must weigh every input field being 
considered for the system against the time and cost 
of collecting and maintaining it. Information 
should not be gathered simply because it exists; 
the decision to collect ic must be tied to an 
agency's needs. A close appraisal of the work 
incurred in collecting certain data fields may lead 
to a reevaJuation of the system output determined 
in Step l; some information requirements may 
simply not be worth the time and expense of 
satisfying them. 

Finally, an agency must consider how it will 
schedule input to its system - that is, when each 
entry will initially be added to the system and 
how often it will be changed or updated. It should 
then plan procedures to insure that the staff will 
be able to input data in a logical, efficient 
manner. For example, in a grants management 
system, data input is normally scheduled in three 
groups: first, applicant and project fields from 
the grant application arc recorded; second, panel 
and council recommendations and decisions are 
noted; third, data from the final report are 
recorded for any applications which were funded. 
Periodic changes may be made to correct errors or 
revise the applications, but most input is handled 
during these three major operations. Thus, if 
grants management data were to be typed into a 
computer, staff would enter groups of peninenc 
fields three times per grant cycle. In a mailing list 
system, on the other hand, inpuc is usually done 
randomly and continually - there is no way of 
knowing which addresses will change or when 
those changes will take place. Therefore an agency 
might describe ciming of input to a mailing syscem 
as follows: "Twenty new entries will be added and 
two percent of the fields will change each month." 
Then, depending upon staff availabilicy and use 
frequency, procedures would be cscablished co 
insure thac the mailing list was always updaced 
and proofread before each major mailing had co 
go out. 

Now let us cake a look at how the three state 
arts councils determined their system input. 

Agency A 

The agency developing a resource directory 
plans to continue gathering its information on 
performing artists who do workshops and 
residencies by sending a simple one-page 
questionnaire to everyone on its list every year. 
The person who will be responsible for the 
directoty will edit the recurns, and when anyone 
else learns of an address change, she will be 
notified. Because the timing of changes to the 
directory was nearly impossible to predict, the 
agency had difficulty developing an input 
schedule. However staff members have estimated 
that four percent of the entries will change in some 
way each month, with a thirty percent change rate 
expected after the annual updace mailing. They 
also anticipate that the directory will grow abouc 
five percent each year. 

*from the definition of RJNCilON in the NationaJ Standard Mailing List System "Mail Olde." 71 
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Agency A came up with this list of input fields 
and definitions: 

Individual*: Name 
Address 1 
Address 2 
City 
State 
ZIP Code 

One constituent from the Constituent List. (See 
Constituent List for definitions.) 

Home Telephone* 
The home telephone number of "Individual." 

Other Telephone* 
Another telephone number of "IndividuaJ." 

County* 
The county of "IndividuaJ's" sesidence. 

D&ipline* 
The ans discipline in which "Individual" is 
involved. (The National Standard code will be 
used.) 

Type* 
The rypc of"IndividuaJ." (The National Standard 
code will be used.) 

Audience Type* 
The types of audiences for which "Individual's" 
p1ograms are appropriate. (The NationaJ Standard 
code wm be used.) 

Update Date 
Date of the most recent update co this entry. 

Reference 1: Contact Person 
Organization 
Telephone 

The name of a person who has booked "lndividuaJ" 
for a workshop or residency; the name of the 
organization with which "Contact Person" is 
affiliated; a telephone number where "Comacc 
Person" can be reached during business hours. 

Reference 2: Contact Person 
Organization 
Telephone 

Definitions arc the same as those for "Reference l" 
above. 

Reference 3: Contact Person 
Organization 
Tdcphone 

Definitions arc the same as those for "Reference I" 
above. 

*from the National Standard 

In choosing these fields, staff members at 
Agency A first looked at the National Standard 
Arts Resource Directory System for "Individuals 
in the Performing and literary Arts" to determine 
which fields were Necessary. They discovered that 
there are no Necessary fields in the Arts Resource 
Dircccory Systems. So they chose the Optional 
fields needed to provide the information they 
wanted on each artist, and finaJly created 
additionaJ fields and definitions for data not 
covered in the National Standard. 

AgencyB 

The arts council revising its mailing list expects 
to continue receiving additions and changes to the 
system over the telephone, on subscription slips 
d ipped from the quarterly newsletter, and in 
response to annual "clean up" mailings when 
entries not updated within the last year arc sent a 
questionnaire and asked to confirm their addresses 
and codes. The agency's secretary will edit data 
received for the system, but program directors, 
who are familiar with many constituents, will 
assist her with coding if necessary. She plans co 
allocate enough time each month for updating 
approximately five percent of the list, and 
estimates that after the "dean up" survey she wilJ 
be handling changes related to at least ten percem 
of the enuies. 

Agency B's list of fields and definitions was 
easy to compile: 

Conract Person* 
The person to contact for additional information 
about *'Name (organization or individuaJ)" if that 
field is an organization. If that field is an 
individual, no contact person should be listed . 

Name* (01ganization or individual) 
Address l* 
Address2* 
City* 
State* 
ZIP Code* 
One constituent from the Constituent List. (See 
Constituent List for definitions.) 



Mail Code* 
A descriptor designed to enable an agency to select 
particular groups of constituents for specific kinds 
of mail. (The National Standard code will be 
used.) 

'TARGET": STA rus 
FUNCTION 
INsnnJTION 
DISOPUNE 

"CONTENT': The 19 National Standard 
ca.tegories 

Telephone 

20 Newsletter 
21 Press Releases 
22 Program Guidelines 

The daytime telephone number of "Contact 
Person," if any, or "Name (organization or 
individual)." 

Update Date 
Date of the most recent update to this entry. 

In Agency B's mailing system, most of the fields 
are National Standard Necessary fields. As the 
Standard suggests, the agency added some 
categories to the "CONTENT' code to reflect ics 
own special mailing needs. These will not appear 
on the coding questionnaire mailed to constituents, 
but will be assigned by staff in the office. 
"T elephonc" has been added because Agency B 
would like the mailing system co double as a 
constituent telephone directory. "Telephone" is 
not a field in the National Standard Mailing List 
System, but its inclusion here will not conflict 
with any Necessary or Optional fields. Finally, the 
ans council decided to add the field "Update 
Dace" to flag enuies which may have become: 
obsolete and should receive the "clean up" mailing. 

AgencyC 

The agency designing a new gnznlS management 
system will obtain input data for each entry in the 
following ways: 

1. The grant application form will supply 
most data describing the applicant and 
project. 

2. Staff people will assign some: codes (e.g., 
"Discipline:,'' "Type of Activiry") and all 
fields relating to the grant process (e.g ., 
"Application Number,'' "Account"). 

3. Grant summary repons complc:cc:d at 
panel and Council meetings will provide: 
information on the application's review (e.g., 
"Panel Recommendation"). 

•from the Nacional Standard 

4. Evaluation repons complcced by grantees 
at the end of the project period will show 
how funds were eventually spent. 

The: two grants office staff people: will c:dit, 
input, and proofread grant system data when 
applications arrive, when recommendations are 
made, and when grantee: final rc:pons are received . 
1bcy will also update the system when an 
applicant telephones to repon a change in project 
date, for example, or submits a revised grant 
request. To simplify their task somewhat, grants 
office: staff members will work with Agency C's 
graphic designer co modify all c:xisting grant 
documents. Their objective: is to develop identical 
application and report cover sheets, instruction 
pages, and summary repons for all funding 
categories, and to group system input fields 
together wherever possible. 

Agency C developed the following list of input 
fields and definitions: 

FIEIDS OBTAINED FROM APPLICATION 
FORM 

Applicant*: Name (organization or individual) 
Address I 
Address 2 
City 
Seate 
ZIP Code 

One constituent from the Constituent list. (Sc:c: 
Constituent List for definitions.) 

Contact Person* 
The person to contact for additional information 
about the: application. 

Tdcphonc* 
The office telephone number of"Applicant" or 
"Contact Person." 

County of Applicant* 
County or parish of the office immediately 
responsible for the application. In most cases, this 
would be: the county in which "Applicant's" 
business address is located. 

Legislative District of Applicant (House)• 
Disuict of state legislative representative body 
(commonly the state House of Representatives) 
in which "Applicant's" business address is located. 

Legislative District of Applicant (Senate)* 
Disttict of other state legislative body (commonly 
the state Senate) in which "Applicant's" business 
address is located. 

Congiessional District of Applicant• 
Disuict of the United States House of 
Representatives in which "Applicant's" business 
address is located. 

(continued) 
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St21tDate• 
The first date of activity in the project for which 
assistance: is requested. 

End Date• 
The last date of activity in the project for which 
assistance is requested. 

Gnnt Amount Requested* 
Amount requested in suppon of this project. 

FIElDS ASSIGNED BY STAFF MEMBERS 

Date Received* 
Date application is received in agency office. 

Application Number* 
An indicator assigned to the application and used 
in reference to it on other documents. 

Discipline* 
The ans discipline in which project activities arc 
involved. (The National Standard code wiU be 
used.) 

Type of Activity* 
The type of activity which best describes the 
project activities. (The: National Standard code will 
be used.) 

Account 
Code from Agency C's financial management 
system "Chan of Accounts" which designates the 
account to be debited when grant payment is 
made. 

Check Number 
Check number of grant payment. 

Check Date 
Date of grant payment check. 

Date Report Due* 
Date on which final repon of "Applicant's" project 
is due:. Typically 30 days after "End Date." 

Date Report Received* 
Date on which final report of"Applicanc's" project 
is received in agency office. 

UpdateDa~ 
Date of the most recent update to this cnuy. 

74 . *from the National Standard 

FIELDS OBTAINED FROM SUMMARY 
REPORTS 

PanelReconunendation 
Dollar amount of panel recommendation. 

Grant Aw.ud* 
Dollar amount of grant awarded. If the 
application was not funded, enter 0. A blank field 
indicates that a decision has not been made. 

FIEIDS OBT AJNED FROM FINAL REPORT 

Actual Total Cash Expenses* 
The total of National Standard Grants 
Management fields #89-1199. 

Actual Total In-kind Contributions• 
The cotal of National Standard Grants 
Management fields #101-#111. 

Actual Total Applicant Cash Revenue* 
The total of National Standard Grants 
Management fidds #113-#122. 

Grant Amount Spent* 
Actual grant amount spent on the project. 

Actual Total Cash RCYcnue• 
The total of"Acrual Total Applicant Cash 
Revenue:" and "Grant Amount Spent" above. 

Actual Individuals Benefiting* 
Actual number of individuals benefiting as 
defined in National Standard Grants Management 
field #83 (i.e., the acrual total audience, 
participants, students, etc., aduding employees 
and I or paid performers, that benefited directly 
from the project). 

The fields comprising Agency Cs grants 
management system revc:al the agency's need for a 
variety of output data to be acquired on schedules 
ranging from several times daily to once a year. 
All twelve National Standard Grants Management 
Necessary fields are included, as arc additional 
fields unique to this arts council's grant process. 
"Account," for example, is a field which is not 
needed in every system (e.g., one handling grants 
all paid from one account) or on a national basis. 
Nor could it be standardized nationally because of 
the variety of public arts agency accounting 
procedures. Despite the fact that "Account" is not 
required by the National Standard, however, it is 
ctudal here if Agency C is going to be able to 
obtain "lists and summaries of all grants awarded 
using funds from the National Endowment for 
the Ans' State Programs office." (OUfPUT 9. 
p.68) 



Step3: 
Design System 

The chird step in implementing an information 
system is to develop a plan or system design which 
establishes guidelines for how data will be 

•stored, 
• manipulaccd, and 
•rcponcd. 

Storing Information 

Before an agency is ready co determine where its 
information will be stored (i.e., whether ic will be 
accumulated in paper files or on metal plates, 
punched cards, magnetic tape, or computer disks 
and diskettes), it must establish how information 
will be grouped in the system and what limits, if 
any' will be placed on me amount of daca to 
be stored. 

Designing an information system often includes 
planning to group data so mac they will be 
accessible quickJy and easily to me people using 
me system. For example, an artS agency's grant 
files mighc be grouped according to fJSCal year, 
program categories, or ans disciplines. In a manual 
or mechanical grants management system, each 
group (e.g., "FY'Bl," "Dance Touring Program," 
or "Music") would probably be stored in separate 
file drawers, cabinets, or boxes. In a computer 
system, each would be on different tapes, disks, 
or diskettes, or on separate ponions of these 
storage devices. 

Grouping information in this manner allows 
easy access to small amounts of data without 
manipulating evecyching in storage. And where 
me total amount of scored information exceeds a 
single storage device (as, for example, when it 
simply will not all fit in one drawer or on one 
diskette), grouping provides a logical way to divide 
the system's data. On the other hand, if two or 
more groups of information muse be compared or 
used simultaneously, the system must be prepared 
to do extra work. For example, if an agency has 
grouped its grant applications by fiscal year but 
wants a repon listing three years' grants in dance, 
me system must have the capacity to look at all 
three groups of applications, select those which 
were funded, and son chem according to ans 
discipline. If the applications originally had been 
grouped by discipline, the reverse would be true; 
compiling an accurate picture of just one year's 
grants would require the extra work. Consequently. 
when information must be grouped to provide 
easy access to limited amounts of what is available, 
an agency should group those entries most often 
used together. 

Designing an information system also entails 
establishing how many entries the system will store 
and, often, a maximum size for each field in each 
entry. Boch will help determine how much storage 
space is necessary and. therefore. me type and cost 
of me storage medium eventually selected. For 
example, if a directory system must hold 1 SO name 
and address cards in alphabetical order, an 
inexpensive storage device can be purchased in 
any stationery store. However, if me direccmy were 
to contain 350,000 vorer regisuacion cards, an 
expensive and bulky mechanical apparacus would 
have to be built to make me cards manageable. 
Likewise, if an agency will ever have to record 
county data on grant applicants from "WEST 
LAKE OF TIIE CHIPPEWA" County, it muse 
cichcr allow a 25-charactcr "County" field for every 
entry in me system, or USC a code to represent 
me information (sec p.57). If the longest county 
name is "CHACE," however, chen five characcers 
will be adequate. 

In manual syscems, field sizes are usually 
diccated by the amount of space available on me 
document where information is co be written or 
typed. It is usually possible to "squeeze in" long 
names wichout redesigning forms and lcngchening 
blanks. But in most mechanical and computer 
systems, field lengths are rigid - a cenain number 
of characcers arc allowed and no more - and those 
characters must include any needed spaces, periods, 
commas, and other punccuation. In many mailing 
systems, for example. the "Name" field is limiced 
to me thiny characters which will fit a scandard 
3 3/16" x 7/8" label. "GEORGE CARVER" ( 13 
characters) fies fine; "MR. & MRS. GEORGE 
WASHINGTON CARVER" (35 characters) does 
not. In the lacter case, an abbreviation to "MR 
& MRS GEORGE W CARVER" (24 characters) 
can be used instead. Because space is often 
limited, most people using computer systems do 
not include punctuacion in any fields and rely 
on me use of abbreviations. 

The Nacional Standard includes suggested field 
sizes and standard abbreviations to assist agencies 
who must limit field sizes and condense 
information to fit them. As we have already seen, 
me field sizes are simply recommendations. The 
abbreviations are considered Optional: that is, it 
may not be necessary to abbreviacc words, but if 
an agency decides to do so, it must use National 
Standard abbreviations. It is imponam that 
agencies choosing to abbreviate daca remember to 
do so consistently, as this will affect the system's 
ability to locate stored information. For example, 
if a compucer were asked to list all enuies for 
which "Name" is "SOUTH BOSTON HIGH 
SCHOOL," it would find only those in which the 
name was spelled out in its entirety. It would not 
find "SOUTH BOSTON HS," "S BOSTON 
HIGH SCHOOL," "S BOSTON HIGH SCH," 
or "SOUTH BOS HIGH SCHOOL" 75 
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Manipulating Information 

The second pan of system design involves 
determining how the system will manipulate 
information, that is, what it will do with the input 
defined in Step 2 to produce the output 
determined in Seep 1. There arc three things a 
system can do to manipulate the information it 
stores: 

•select, 
•son, and 
• calculate. 
As we saw in Chapter ill, to select means to 

pick out certain entn'es according to specific criteria, 
such as "Get all grant applications from applicants 
in the first congressional district." Some 
applications will be picked; those not meeting the 
selection criteria will be left behind. 

Likewise, we know that to sort means to put 
entries in a new order according to cenain criteria, 
such as "Put these grant applications in 
alphabetical order by the applicant's name." All of 
the entries in the system will be used, and when 
the son is complete, they will be arranged in a 
different order. . 

To calculate means to perform arithmetical 
functions on stored data according co specific 
instructions, such as "For each application, 
subtract the amount granted from the amount 
requested." Given this command, the system will 
use the fields "Grant Award" and "Grant Amount 
Requested" from each entry to calculate new pieces 
of information which might be called "Amount of 
Request Not Funded." The ability to calculate is 
the ability to generate numeric information which 
is neither input co nor scored in the system. 

The National Standard includes selection criteria 
for two of its informacion systems. Determining 
additional selections and all required sores and 
calculations is an essential pan of sysccm design. 

Reponing Information 

When a system has completed selecting, 
soning, and calculating data, it has noc yet 
provided the information in a useable form. In a 
manual system, the informacion is still on the 
clerk's scratch pad, calculator tape, or in a pile on 
his desk. In a computer system, it is scill flashes of 
electricity. Before it can be used, the information 
must be reponcd. 

The final pan of system design involves 
establishing a formac for how the output 
determined in Step 1 will eventually appear to the 
system's users. An agency must complete the 
design and layout of each report it needs from 
the system, and if significant, specify the material 
(paper, card, labels) on which the rcpon should 
appear. As usual, applicable Nacional Standard 
Necessary and Opcional rcporcs should 
be included in the system design. 

In conclusion, we can summarize the system 
design step in the following manner: 

• First, decide how information will be 
grouped in the system and what limits (total 
volume of entries and field sizes) will be 
placed on the amount of data to be stored. 

• Second, for each output requirement 
determined in Step 1, list the selections, 
sorts, calculacions, and reports needed. 

This, then, is how the three state arts agencies 
designed their systems. 

Agency A 

Agency A had linle difficulty determining 
storage specifications for its resource directory of 
workshop anises. There wiIJ be about 570 entries 
grouped together in one place. All the 
informacion needed fits well on a 4" x 6" index 
card (with the artist information on the from and 
sponsor references on the back), or on one side 
of an 8 1h" x 11 '' sheet of paper or card. For 
this reason, staff initially decided that unless the 
agency develops a computer system - which is 
unlikely - there was no need to limit field sizes. 
Allowing for margins and line headings, there will 
be adequate space to type even the longest names 
and references. However, Agency A needs to 
contact artists annually for the directory update, 
and it would be convenient to use standard 
adhesive labels for chc occasion. Hence che need 
for some field limitations. So Agency A will allow 
no more than three inches apiece for the anists' 
names, address Jines, and che group of fields: 
"City," "State," and "ZIP Code." 

With this problem resolved, manipulation and 
reponing funccions were easily listed as follows: 

OUTPUT 1 
Whenever someone requests an artist's name for a 
workshop or residency (approximately ten rimes 
every week), we need to be able to provide the 
names, addresses, and telephone numbers of 
artists in a cenain county and working in a ccnain 
arts discipline. 
Selection: 
Son: 
Calculation: 
Rcpon: 

by "County" or by "Discipline" 
none 
none 
provide information verbally over 
the telephone 
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OUTPUT2 
Within two days of a call for information, we 
need to send out written confirmation of the 
referred artists' names, along with their addresses, 
telephone numbers, and reference lists of previous 
workshop and residency sponsors. 

Selection: by "County" or by "Discipline" 
Sort: none 
CaJcuJation: none 
Report: a photocopied form giving all 

required information on each artist 
referred 

OUTPUT 3 
Once a year, we need to contact all artists in the 
directory to update their addresses, references, and 
other descriptive information. 
Selection: none (every entry will be selected for 

the update) 
Sort: by "ZIP Code" 
CaJcuJation: none 
Report: 3 3/16" x 7 /8" adhesive labels in 

any combination 

Name 
Address l 
Address 2 
City 

AgencyB 

State ZIP Code 

The arts council revising its paper card mailing 
list is working with one large group of names 
and addresses which should all be stored together 
to make selecting and saning easy. There art: 
presently 5, 400 cards in the system, hue the staff 
anticipates that when all duplicates and obsolete 
entries are removed, these will be about 4,800 
names on the mailing list.Using National Standard 
suggestions whenever possible, Agency B 
developed chis list of field size limits for its system: 

Field Name 
ComacE Person 
Name (organization or individual) 
Address 1 
Addrcss2 
City 
State 
ZIP Code 
Mail Code 

"TARGET" (9) 
"CONfENT' (22) 

Telephone 
Update Date 

TOT AL characters per entry 

78 •fmm the National Standard 

Number of 
Charaae.rs 

20 
30 
20 
20 
16 
2 

10 
31 

12 
6 

167 

The following manipulation and rc:poning 
functions wiU produce the: output requirements 
Agency B determined in Step l : 

OUTPUT 1 
Once a month, we need a ZIP Code-saned set 
of Cheshire labels for the newsletter ponion of the 
mailing list. 
Selc:ction: by "CONTENT' code 20 

(Newsletter) section of "Mail Code"* 
Sort: by "ZIP Code:" 
Calculation: none 
Repom "4-up Oteshire Labels"* 

OUTPUT2 
Once a month (two weeks before the newsletter is 
ready to go out), we need a list of everyone on 
the ma!ling list in order to make neceMary 
correcaons. 
Selection: 
Sort: 

none (every entry will be selected) 
by "ZIP Code" and alphabetically by 
"Name (organization or individual)" 
within each ZIP Code section 

Calculation: none 
Report: "List"* 

OUTPUT 3 
Anytime at all, with three days' notice, we need to 
be able to get a list or labels (Cheshire or adhesive) 
for any particular group on the mailing list, such 
as all nonprofit organizations. individual visual 
anises and photographers, people in a cenain ZIP 
Code region, or entries which have not been 
updated within the last year. 

Selection: by one section of "Mail Code"• (e.g., 
STATUS, FUNCTION, 
INSTITUTION, DJSQPUNE, 
"CONTENT'), or 
by any combination of"Mail Code .. 
sections, including both "and" and 
"or" combinations,* or 
by "ZIP Code,"* or 
by "City,"* or 
by "State,"* or 
by "Update Date," or 
by two or more fields* 

Sort: by "ZIP Code," or 

Calculation: 
Report: 

by "ZIP Code" and alphabelically by 
"Name (organization or individual)" 
within each ZIP Code section 
none 
"4-up Adhesive: Labels,"* or 
"4-up Cheshire Labels,"* or 
"List"* 



OUTPUT 4 
Anytime at all, with chrcc days' notice, we need to 
be able to get a count (no lists or labels) of me 
total number of entries for any particular group on 
me mailing list SO WC can tell the printer how 
many copies of a cettain mailing we will need. 

Selection: sec OUTPUT 3 above 
Sort: not applicable 
Calculation: coral number of enuics selected 
Report: description of selection (e.g., "Seattle 

Mailing List Entries"), date of report, 
coral number of entries selected 

AgencyC 

The agency developing a new grants 
management system has a more complicated task 
in system design because of its large number and 
variety of output and input requirements. Grant 
applications will most often be examined and 
compared wichin a single fiscal year, so it is logical 
co group chem chat way. Then when a panel 
report is needed, only the current year's . 
applications will be reported, unless the system IS 

specifically asked to include ocher f!Scal years as 
well. The information groups and cheir total 
volumes arc: 

Group 

Fiscal Year 1981 
Fiscal Year 1982 
Fiscal Year 1983 
Fiscal Year 1984 

Projected Number 
of Applications 

800 
950 

1,100 
1,300 

The ans council plans eventually to maintain 
four groups of information in its system at one 
time: me current focal year's entries and those 
for three previous years. Thus, by Fiscal Year 
1984, Agency C will have access to historical data 
for Fiscal Years 1981 through 1983. At the end 
of chat year, it will add a new group to its system, 
"Fiscal Year 1985," and transfer me "Fiscal Year 
1981" enuies co its archives. 

Having determined its information groups and 
volumes, Agency C assigned chese field sizes to 
its list of input requirements: 

Field Name 
Number of 
Characters 

Applicant 
Name (organization or individual) 30 
Address l 20 
Address 2 20 
City 16 
State 2 
ZIP Code 10 

Contact Person 20 
Telephone 12 
County of Applicant 3 
Legislative District of Applicant (House) 3 
Legislative Disuict of .Applicant (Senate) 3 
Congressional District of Applicant 3 
Start Date 6 
End Date 6 
Grant Amount Requested 6 
Date Received 6 
Application Number 4 
Discipline 3 
Type of Activity 2 
Account 5 
Check Number 5 
Check Date 6 
Date Repon Due 6 
Dace Report Received 6 
U pdace Date 6 
Panel Recommendation 6 
Grant Award 6 
Actual T oral Cash Expenses B 
Actual Total In-kind Contributions B 
Actual Total Applicant Cash Revenue B 
Grant Amount Spent 6 
Actual Total Cash Revenue 8 
Actual Individuals Benefiting 8 

TOT AL characters per entry 267 

Finally, Agency C listed chesc selections, sons, 
calculations, and rcpons needed to produce the 
first five output requirements determined in Step 
l; numbers six through eleven were handled in 
similar fashion, but are not shown here. The only 
remaining cask in Agency C's system design wo~k 
is to add all National Standard Necessary selcctmns 
and repons not directly indicated by output 
requirements. 
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OUTPUT 1 
Just before each quanerfy panel meeting, we need 
lists of alf applications soncd by applicant 
(showing past funding and current request), 
discipline (to help evaluate demand), or county (w 
see the geographic distribution of tcquests and 
grants). 
Scleccion: 

Sort: 

Calculation: 
Report: 

OUTPUT 2 

by "Panel Recommendation" (to 
pick out those not yet processed) 
by "Applicant Name (organization 
or individuaJ)," or 
by "Discipline," or 
by"County" 
totaJ grant amounts requested 
see Figure l 

Three days after each pand meeting, we need lists 
of all panel recommendations to include with the 
Council's application packet, soned by applicant, 
discipline, or county. 

Scf eccion: by "Grant Award"• (to pick out 
those not yet decided) 

Son: see OUTPUT I above 
Calculation: tota1 grant amounts requested and 

total panel recommendations 
Repon: same as Figure 1, except "Panel 

Recommendation" will be printed 
and totaled 

OUTPUT 3 
1bree days after each quanerly Council meeting, 
we need lists of all grants awarded, one for each 
legislative district in the state. 
Scleccion: by "Legislative District of Applicant 

(House),"* or 
by "Legislative District of Applicant 
(Senate),"• and 
by "Grant Award"• (to pick out 
those that were funded) 

Son: by "City" 
Calculation: totaJ grants awarded 
Rcpon: see Figure 2 

80 *from the National Standard 

OUTPUT4 
Five days after each Council meeting, we need 
lists of grants awarded organized by city Of county, 
to prepare press releases announcing grants. 
Selection: by "City,' .. or 

by "County,"• and 
by "Grant Award"• (to pick out 
those thac were funded) 

Sort: by "Applicant Name (organization 
or individual)" 

Calculation: totaJ grants awarded 
Report: same as Figure 2 

OUTPUT 5 
Two weeks after each Council meeting, we need 
lists of grants awarded sorted by type of project 
activiry, to look for uends which may necessitate 
modifying our programs or guidelines. 
Selection: by "Grant Award"* (to pick out 

those that were funded) 
Sort: by 'Type of Activity" 
Calculation: total grants awarded for each "Type 

of Activity" 
Report: same as Figure 2, except there wiU 

be a totaJ for every "Type of Activity" 
listed 



Figure 1 
Repon to provide OUTPUT 1 for Agency C 

Grant Summary and Previous Funding Report* 
Agency C 
00100100• 

Applicant Name** Application# Ame Requeseed 
Prcv Year Application# Ame Requested 
Prcv Year Application# Ame Requested 
Prcv Year Application# Amt Requested 

s 

$ 

$ 

TOTAL _S~~~~ 

Figure 2 
Repon to provide OUTPUT 3 for Agency C 

Granes A warded in Legislative District 000 • • • 
AgencyC 
00/00/00 

Panel Rccom 
Gram Award 
Grant Award 
Grant Award 
S (blank) 

$(blank) 

S (blank) 

$(blank) 

Discipline 
Discipline 
Discipline 
Discipline 

County 
County 
County 
County 

Applicant Name City Grant Award 

s 
D1sc1plme Type of Acuvity 

TOTAL _s ______ _ 

• It is assumed that each repon will be named and dated. 
•*If saned by "Discipline" or "County," the format will remain the same. 

U•lf sdcctcd by "City" or "County," the city (Poughkeepsie, for example) orcoumy (Dutchess County) will be shown Bl 
in the title of the repon. 
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If you have not finished writing the output, 
input, and system design specifications required 
in Steps 1, 2, and 3 for the information system 
you are implementing, do not proceed beyond 
this point! There is no shortcut through these 
three steps. Even if you have a shon timetable, 
a specific budget, and saw the computer you want 
in the store window, take the time to complete 
Steps 1, 2, and 3 before you continue to Step 4. 



Step4: 
Choose Methods 

Once an agency has decided what its 
information system should do, it is time to choose 
a way to do it. Step 4, "Choose Methods," 
introduces the subject of equipment to the: 
planning and implementation process as it poses 
the question: how is the: system going to do what 
it needs to do? 

It is crucial for someone making an important 
decision to be: aware: of all the options available 
and be: equipped to evaluate: them and make the 
appropriate selection. This is especially true of the: 
arts agency or adrninistramr choosing methods co 
implement an information system. There arc 
questions to ask: Should the system be set up to 
use paper files, punched cards, or one of a variery 
of mechanical devices available for processing 
information? Will it include a computer, and if 
so, will the computer be: located in the office or 
at a service bureau? If at a service: bureau, how will 
data be: transferred to the computer? There will 
also be judgments to make: about each of the 
available options (Which method will supply 
information needs most effectively? Which 
represents the wisest financial investment?), and 
finally, there arc: the actual decisions to face. 

On the following pages we will discuss 1) the 
resources available to arts agencies gathering 
information on system options, 2) alternatives for 
an agency considering an automated system, and 
3) factors for an agency to consider when it makes 
the big decision. Then we will look at how 
Agencies A, B, and C chose methods for their 
information systems. 

Resources Available 

The: best resource for a public arts agency to 
use in exploring information system options is the 
network of other public arts agencies in the 
country. Few organizations or businesses have 
access co so many counterparts with similar 
problems and activities. Tiuough the National 
Information Systems Project, which maintains an 
index of systems proposed and used, ideas and 
advice arc available from every state, jurisdiction, 
and region. Entries to the: index include 
descriptions of systems developed for a variety of 
purposes, from mailing list, grants management, 
and arts resource directory systems to events 
calendars and word processing. Agencies may 
consult this index to find out what has or has not 
worked well elsewhere, and what National 
Standard computer programs are available to be 
shared and exchanged. There are examples of 

good manual and mechanical systems which 
should be examined and imitated by agencies 
which do not need computers. And the NISP 
index can put arcs administrators in touch with 
other people engaged in similar implementation 
effons. 

Another place to look for system options is 
within an agency's own community. It is 
important not to overlook this resource, because 
when the time to make a decision arrives, the 
determining factor in what methods are chosen 
will likely be: what is available: locally in terms of 
supplies, equipment, and professional suppon for 
the system. Arts administrators should talk to 
other cultural organizations in their communities 
and to business acquaintances in both the profit 
and nonprofit sectors. They should contact 
business schools and college or university 
departments which deal with information 
management. And in each instance, they should 
inquire about examples of good systems operating 
locally and ask to be referred to reliable vendors -
whether they be management consultants, 
computer specialists, or companies which design 
and sel I systems. Finally, an agency should not 
forget about the telephone company's Yellow 
Pages, for while a business acquaintance's 
recommendation is far more valuable than a 
telephone book, an administrator may find it 
useful to call several data processing ftrms, discuss 
their services, and study the literature they send. 

Perhaps the resources most widely used by 
agencies developing information systems are 
consultants who have the technical cxpenise to 
assist agency staff members with the more complex 
and confusing aspects of implementation. Such a 
consultant must be chosen with care; he should be 
familiar with the agency's work and sensitive to 
its special purposes and constraints. Furthermore, 
the person or firm selected must be: appropriate 
for the specific task the agency has in mind. For 
example, will the consulcant merely have to 
examine the agency's system specifications and 
decide whether or not it needs a computer? Or 
will he have to help find the computer vendor, 
select the equipment, get the proper electrical 
circuits installed, test the system, and train the 
staff? In either instance, a consultant with general 
management experience is appropriate, but in the 
latter case he must also be: very familiar with the 
wide range of hardware, software:, and service 
options available, and have practice implementing 
systems in small business settings. Likewise, will 
the consultant merely have to write a program 
which meets specifications for a mailing list system 
that works on the computer down the hall? Or 
will he have to design software for the accounting 
system, integrate it with an existing payroll system, 
develop a compatible grants system, write a 
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procedures manual for the operators, and advise 
the agency's director on the feasibi1ity of adding a 
mailing fist component next year? Again, while a 

' computer professional with progr.unming 
experience is needed in each case, the degree of 
specialization and experience required may vary 
greatly with the task. FinalJy, an agency must be 
prepared for the fact that locating a good data 
proc~ing consultant may be one of its most 
difficult tasks. It is rare to find someone who has 
the interest and wiff ingness co learn what special 
needs distinguish public and nonprofit agencies 
from clients in the business world, who is not 
auempting to sell a particular product, and who 
offers useful, objective advice. 

The usual way for an agency to Jocate a 
consultant for the task it has defined is for it to 
develop an RFP* (Request for Proposal), that is, a 
document which describes the agency's needs and 
formally requests responses from the individuals 
and companies to whom it is sem. An RFP can 
be used to solicit bids for virtuaJly everything from 
developing and instaHing an in-house computer 
system to finding someone with the expertise to 
write another, more technical RFP. An RFP should 
include sections which: 

l. descn'be the agency: what it does, how 
large it is, what its priorities are; 

2. stale the problem; "We need someone to 
help us design and implement an 
information system."; 

3. descn'be what the consultant will do: "We 
need help choosing methods to meet the 
system requirements we have defined."; 

4. describe what the proposals should 
indude: the consultant's resume or company's 
background, personnel to be involved, 
proposed course of action (including 
hardware and software descriptions and 
maintenance plans, if appropriate, plus 
timetables and costs), references; 

5. give the mies: deadline, contact person, 
address, telephone number, basis of 
evaluation, decision date, implementation 
schedule; 

6. explain the attachments: output, input, 
and system design specifications (Steps 1 - 3); 
National Standard field, selection, and 
repon examples (pp.105-167). 

The RFP should be sent to individuals and firms 
which provide the specific services being sought 
and have expressed interest in the agency's plans. 
Responses should be evaluated with care - usuaJly 
consultants are interviewed and references are 
contacted - and the consultant or company which 
demonstraces the best understanding of the 
agency's needs and proposes the best plan to meet 
them should be selected. FinalJy, a wriuen 
contract should establish the terms of the 
consultancy as soliciced in the RFP, proposed in 
the bid, and agreed upon by both parties.** 

Before we conclude this seccion on resources for 
arts agencies choosing system methods, we should 
consider several resources which might be helpful 
to the administrator whose past experiences have 
mercifully steered him dear of computers, but 
who now finds himself tongue-tied and terrified in 
the presence of consultants, business associates, 
and, yes, even the Yellow Pages. This book and 
the references in the Bibliography (p.17 3) are 
good places to begin developing a simple 
vocabulary of the terms and jargon commonly 
used in the data processing business. Seminars and 
conf ercnces sponsored by equipment vendors and 
trade organizations can be informative about both 
the technical developments in the computer 
industry and the executive's role in developing 
and using information systems. And local business 
schools and community colleges sometimes offer 
classes and workshops on data processing for non­
com puter professionals. Finally, the adminisuamr 
should resolve to seize every opporrunity -
despite himself - to ask lots of quescions. 

*Comp11terr and the Performing A tts (sec Blb]iography, p. l 7 3) contains much valuable information on choosing 
methods for information systems. Of particular interest are Roben E. Butler's section on "Devdopmenc of an 
RFP," pp. 36-45, and Oaudia Chouinard's "The Request for Proposal" with a sample RFP. two responses, 
andan analysis of each, pp. 48-56. 

**Rohen E. Buder's "Negotiating a Contract" on pp. 45- 46 oF Comp111en and the Performing An's 
(see Bibliography, p. 17 3) gives imponant dcc2ils on negotiating contracts for computer system development 
and installation. 
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Automation Alternatives 

If an electronic system is an option for an agency 
developing an information system, the major 
choice to be made is whether the agency will use 
someone else's computer (a service bureau), or 
acquire one of its own (an in-house computer). 

A service bureau is a company which supplies 
compufer services to many clients. An agency 
which is online with a service bureau has input and 
output devices in its office which are used to 
communicate via telephone or leased lines with 
the bureau's off-premises computer. Information 
can be sent to and reuieved from the system right 
in the agency's office, but the data arc stored and 
manipulated elsewhere. Service bureaus often 
have pre-packaged computer programs (i.e., 
programs which have been developed for other 
clients and are offered without alteration) available 
for their customers. but may aJso provide the 
technical expertise to design custom software. An 
agency online with a service bureau has the 
advantage of having direct access to sophisticated 
equipment and professionally-trained personnel 
without the responsibility for purchasing, 
recruiting, or maintenance. The bureau handles 
maintenance for both the equipment and 
programs, and is mponsible for all back-up 
procedures (the consistent, regular practice of 
making copies of all data in a system and storing 
them in a safe, fireproof place). Funhermore, the 
agency using a service bureau is able to plan its 
data processing costs quite accurately: it pays the 
bureau only for the storage space and computer 
time it uses, plus a basic fee for services and 
suppon; it purchases or leases the equipment in 
its own office and usually pays a monthly contract 
for terminal maintenance. The quality of service 
under such an arrangement will depend upon the 
quality of the bureau's staff and the capabilities of 
its equipment and programs. Also significant are 
the number of other customers connected co the 
same compu1er. and whether access to the 
computer is limited to ccnain times or is available 
around the dock. The more customers a single 
computer has co work for, the less time it can 
spend on a single customer's work; coo many 
customers can make a computer so busy that it 
appears co work very slowly for them all. 

An agency which works with a service bureau on 
a batch basis may aJso have input and output 
equipment in its office, but the bureau's computer 
will handle the information in a different manner. 
Usually the data entered to the system will not go 
directly to the computer's processor, but will be 
saved up in "batches" and processed all at once 
when the computer has the time - often during 
non-peak hours. As a result, the agency will not 
have immediate access co updated information. 
In a batch service bureau arrangement, it is also 
common for the customer not to have a terminal 

at all, but to send the information by mail or have 
it delivered in person. In such cases, information 
may be forwarded on copies of original source 
documents (e.g. , invoices, grant application 
forms, lists of names and addresses) for input by 
the bureau's staff, or it may first be tr.wsferred 
to spcciaJ input forms, punched onto computer 
cards, or put on magnetic tape or diskettes. Costs 
arc outlined on a flat fee or fee·pcr-uansaction 
basis and are, like onlinc service costs, easy co 
predict. The quality of service will again depend 
upon the bureau's staff and equipment, plus the 
speed with which information can be processed 
from receipt to report, and the method used for 
data tra.mf cr. 

Evaluation of any proposal from a service 
bureau, whether it is for online or batch data 
processing, should include careful review of the 
bureau's customer references, security and back-up 
provisions, policies on the ownership of custom 
software, and financial stability. An agency using a 
service bureau is entrusting outsiders with 
information essential to its management; that 
data's safety is an important concern. 

When an agency decides to acquire its own 
computer, it is responsible for obtaining and 
maintaining all the components of an electronic 
information system: the computer, input and 
output devices, computer programs, and 
personnel to operate them. Hardware and software 
are leased or purchased from one or a variety of 
vendors. Software: can be prc:·packagcd, custom­
designcd according to the agency's specifications, 
or a combination of both. Service contracts for the 
equipment and computer programs arc usually 
acquired co provide preventive and necessary 
maimenance. And depending upon the type of 
system, those selected co operate it may be 
computer professionals, specially recruited 
administrative pc:rsonncl, or retrained people from 
the existing staff. 

The in-house computer's owner has the 
advantage of having complete control over the 
system: access to the equipment, conuol over dafa 
security, and deciding who will operate the system 
are all at the owner's discretion . In addition, the 
owner can act as a service bureau and rent ponfons 
of the machine to other users. In return for this 
flexibility, however, the owner assumes 
responsibilities, problems, and costs never 
dreamed of by agencies using service bureaus. 
These include providing a site which meets 
climate: and electrical requirements for the 
computer, furniture to house the attachments, 
and overhead costs such as utilities, a security 
system for the site:, supplies. insurance, and 
cleaning. The in-house system owner must 
provide: documentation for the computer 
programs and operating instructions for the staff. 
When the system breaks down, the agency must 
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determine whether the problem is in the hardware 
or software, call the appropriate maintenance 
company, and suffer until service people come 
and the di.fficulry is resolved. Furthermore, costs 
for an in-house system are Jess easily ascenained 
than those for a service bureau. While it is simple 
to determine equipment and maintenance 
contract prices, budgeting is likely to become 
vague in areas pertaining to overhead, hiring and 
training personnel, developing custom software, 
and providing administrative time and energy to 
handle the "hassle quotient." (see p.41) 

Some computer companies provide "turnkey" 
systems for their clients. That is, they send 
personnel into the agency, do a feasibiliry study, 

design all system specifications, choose the 
equipment, develop the software, hire and train 
all necessary personnel, and finally, when 
everything has been tested, "tum the key" and 
uansfer to the user a fully operating system. The 
agency has the advantage of being spared a 
multitude of problems and decisions associated 
with insraJling an in-house system. This may be 
panicularly valuable to a first-time computer user. 
On the other hand, the agency's administrators 
may sacrifice the opponuniry to work closely with 
consultants, hardware and software firms, and 
programmers at various scages of the process. In 
doing so, they may sacrifice both an invaluable 
educational experience and the "perfect" system. 87 
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M:aking the Decision 

When an agency has finished the business of 
exploring resources and hiring consultants, 
soliciting proposals and reviewing alternatives, it 
is time to make the big decision - to choose from 
among available options the system methods it 
will use. As it takes this step, an agency needs 
to weigh each proposed method against these 
three factors: 

1. petfonnancc - how wdJ does the 
proposed method meet the agency's needs? 

2. timelin~ - how quickly will the system 
provide the information required of it and 
how soon can it be implemented? 

3. cost - what will the agency have to pay 
- now and in the future? 

Perform1Znce should be measured according to 
the output requirements determined by the 
agency in Step 1 and the system design developed 
in Step 3. If the proposed method meets these 
specifications, ic qualifies as a viable option. An 
evaluation of performance should also include the 
method's reliability - references from other users 
should indicate that the system continues to 
provide good service on a regular basis. 
Performance should be evaluated in terms of the 
system's flexibility for future change - it shourd 
be able to expand to meet additional needs 
without difficult or expensive modification. 
Finally, performance evaluation shou Id consider 
the provisions made for protecting information 
stored and manipulated by the system. 

System security deserves more than passing 
reference. Whenever a lot of valuable information 
is stored in one place, it is imponant that it be 
protected from damage or destruction. Yet there is 
a tendency in information systems development 
co give security considerations inadequate 
attention until the first disaster occurs. Therefore 
it is essential that any system option an agency 
selects makes good provision in advance for secure 
data storage. Valuable paper documents should 
be kept in a fireproof file if fire is a concern, 
for example, or in a locked cabinet if unauthorized 
access is a problem. A computer, of course, cannot 
be secured in a separate room or cabinet, so it 
should be equipped with built-in measures which 
prevent operators from deleting large amounts of 
information, and passwords which allow only 
authorized personnel access co cenain data and 
functions. When protection effons fail, it is 
imponant that back-up systems be available to 
replace stored data. For example, an agency using 
a computer should regularly (daily or weekly, 
depending on the volume of updates) copy all 
information in its system onto tapes, disks, or 
diskettes. This back-up copy should be stored in 
a safe place off the premises (e.g., in a bank 
safety deposit box) in case the computer system 
is damaged or dcsuoyed. 

Timeliness should be measured according to 
both the output schedule determined in Step 1 
and the agency's timetable for implementing the 
information system. Consider, for example, an 
agency evaluating a mailing system bid from a 
computer service bureau. If the agency has decided 
that it must have a list of all enuies once a month, 
an updated set of labels two weeks later, and 
special lists with three days' notice, the method 
proposed should demonstrate the bureau's ability 
to meet these requirements with ease. It should 
not rely on the mail, have sJow turn-around on 
updates, or be incapable of handJing unscheduled 
requests. Funhcrmore, if the agency wants its 
mailing system to be fully operable within three 
months, the proposal should indicate how it plans 
to accomplish the remaining steps in this time. 
The service bureau should have a good record for 
meeting deadlines, the project should not depend 
upon the availability of one person, and it should 
be clear that other clients' workloads will not 
interfere with the schedule. If it passes these tests, 
the proposed system meets the agency's time 
requirements. 

The corl of a proposed system should be 
described in two ways: how much it costs to set up 
the system initially, and how much it costs to 
operate it from day to day. Proposed option costs 
should be compared with each other and with 
the costs for running the agency's present system. 
The following, often hidden costs, shouJd not be 
ignored if they apply to the methods under 
consideration: 

• recruiting and training staff members; 
• retraining existing staff members (or, if 

formal retraining is not necessary, the cost 
of time spent getting adjusted to new 
procedures and equipment); 

• operating parallel systems (see Step 8, 
p. 98) and the possible need for 
additional staff during this period; 

• converting information from an old system 
to the new one; 

• designing and printing new forms and 
documents; 

• modifying the office environment, 
including changes in clccuical capacity and 
the telephone, heating, and cooling 
systems; 

• providing additional fumirure, shelves, 
and storage areas; 

• insuring the system and its components. 



Choosing methods for an information system 
will ultimately require delicate balancing of an 
agency's performance, timeliness, and cost 
priorities. Sometimes compromises will have to be 
negotiated: Can we get along with fewer repons 
to reduce the cost? Will the price be lower if we 
modify our time requirements? Docs the added 
speed compensate: for the unavailable: f eacurcs? 
Somc:cimcs an agency's preparedness for a 
particular type of syscc:m will be a chief 
consideration. For example, if an agency has not 
established a central, manual system that manages 
its grants effectively, it cannot expect improved 
performance from even the most creatively 
designed computer system. An efficient manual 
system - even temporarily - would be a better 
choice. Or if an agency has never used a computer 
before, it may initially be more comfonablc: with 
an onlinc: service bureau than an in-house 
even if the cost is higher. Final I y, when Lr,~~ 
an equilibrium among needs, facts, 
and everyone's best judgment is 
reached, che agency is 
prepared to make its 
choice. 

Making the Decision 

Agency A 

The arts council setting up a resource directory 
of artists had presumed all along that it would 
end up with a file of cards or a small, loose-leaf 
notebook. This was a logical conclusion given the 
small scale and simple requirements of the system. 
What the agency did not know, however, was that 
other state arts agencies had found ways to make 
simple card systems work very effectively for them. 

Fonunatc:ly, Agency A contacted NISP to ask 
what other agencies had accomplished using 
manual information systems. It discovered that 
several had arts resource directory systems on 
McBee Keyson cards (see pp.22-24). Keyson 
systems presented an easy way to select entries, 
buc few existing card systems had the capacity to 
generate labels as Agency A hopes to do once a 
year. Those which did had mailing lists typed on 
special cards which could be run through a 
machine to generate: labels (like Agency B's old 
mailing system). Upon checking with a local 
mailing firm, Agency A discovered that such a 

service was also available to it. 
~~====--

89 



90 

The agency chose to incorporate the best 
features of several types of systems in its resource 
directory. Entries will be typed on mailing cards 
so that labels can be made very inexpensively 
without retyping all the addresses. Since the 
special cards arc 3 1/z" x 7 1/z ", and since only a 
small ponion of each one is used for the name and 
address, the rest of the card will be available for 
the necessary descriptive information. On one 
side, the agency will punch out holes to indicate: 
the artist's discipline; on the other a second punch 
will identify the artist's county. References who 
have sponsored the anise will be listed on the back 
of the card so that when a written referral 
confirmation must be sent, the back of the card 
can be photocopied onto a form, eliminating the 
need to retype this information. The cards will 
be filed alphabetically by anise's last name in a 
special desk-cop file box. 

Thus a modified mailing/punched card/ 
photocopy resource directory system will serve 
Agency A's needs splendidly: the cards will 
simplify the tedious chore of producing a mass 
mailing, the punched-out-hole approach will 
allow a person to select the cards by "Discipline" 
or "County" while handling a telephone inquiry, 
and photocopying the references will make 
possible easy distribution of the data needed co 
confirm artist referrals. And best of all, cost of 
the system merely involves printing some 3 1/z" x 
7 llz" cards and a questionnaire, the wooden file 
box, one annual mailing, and a pan-time person 
to maintain the cards, answer the telephone, and 
mail the responses. 

AgencyB 

Because of the size of its list and the complex 
selection, sort, and repon requirements it has 
identified, Agency B will computerize its mar/mg 
syllem. As is the case with many scace agencies, 
Agency B is required to use its sme daca 
processing depanmenc if ic wishes co acquire 
computer services of any kind. A professional from 
the department looked ac the arts council's 
specifications, discussed its budget restrictions with 
the director, and determined chat unless the 
council had other systems ic could justify 
computerizing (which it does not), an in-house 
computer for the mailing list would not be cost 
effective. Instead he suggested chat Agency Buse 
the state's data processing deparunenc as a service 
bureau to handle the mailing list on a batch basis. 
The agency will not have a terminal in its office; 
instead staff will carry input forms to the computer 
department across the street and receive reports 
in like manner. 

The major problem Agency B faced was 
deciding where to obtain a computer program to 
meet its system specifications. It could write a new 

program for several thousand dollars, purchase or 
lease existing sofcware from another state 
department or state arts agency, or obtain a 
packaged mailing program from a local computer 
firm. A check of the NISP index revealed only 
one arts agency program which could be useful 
on the state's computer. However it would not be 
ready for three months and then would have to be 
modified co include the "Telephone" field. The 
state university had mailing list software on the same 
computer, but it could not easily accommodate the 
National Standard "Mail Code." Finally Agency 
B discovered that che Department of Motor 
Vehicles had software available at no charge which 
could be revised as needed for only $800. 

Agency B subsequently hired a computer 
programmer co modify the Department of Motor 
Vehicles' program and a keypunch service to 
transfer the existing mailing list from paper cards 
to computer-readable tape. Meanwhile, the staff 
members adapted another ans agency's mail code 
questionnaire for their own use and sent it to the 
agency's constituents. A cover letter explained the 
conversion co the new mailing system and asked 
everyone co code himself and return the form. 
As soon as the computer program is ready and the 
old data are transferred to the new system, the 
secretary responsible for the list will begin the cask 
of removing duplicates, updating entries, and 
adding the National Standard codes. 

Agency C 

When siaff members ac Agency C completed 
Steps l through 3, they were certain that a 
computer would be necessary co provide all the 
requirements of their new grant1 management 
system. However, they lacked the technical 
expenise to choose among the many options 
available. Consequently, the agency released an 
RFP describing ics situation and requesting 
assistance from a daca processing consultant. Of 
the consultants that submitted proposals, the arts 
council hired the one who demonstrated her 
understanding of the arcs and the agency's grants 
management process, and who appeared most 
familiar with the computer equipment on the 
market. After several meetings with the staff and a 
written report co the director, she developed 
another RFP and sent it co vendors of computer 
equipment and services. Nine companies received 
the RFP and four responded wich proposals: one 
for online computer services, three for in-house 
systems. The vendor chosen had a reputation for 
successful small business computer installations 
and proposed a low-cost in-house system with the 



ability co do the agency's work for the next seven 
years without major modificacions. The vendor's 
ability co provide a// equipmem, programs, 
training, and systems maimenance contributed to 
the sdeccion decision. 

The software being developed for Agency C's 
small computer will provide a "daca base 
managemem" syscem: This means that when the 
agency's input and output needs change, all of the 
computer programs will not have to be rewriccen. 
Instead, if additional fields are required, for 
example, the agency only needs to describe to the 
computer the fields it wams co collect and the 
computer will determine how co store them. 
Funhermore, the data base management features 
will allow the system's operators to design their 
own reporcs, cables, charts, and graphs using data 
scored in the computer. Thus Agency C will be 
able to respond to unusual requests for 
information which were not expected or included 
in its current system specifications. 

An addicional feature of Agency C's chosen 
computer is the ease with which ic can be 
upgraded or improved to meet information needs 
not even anticipated at this time. For example, if 
the arts council someday desires to computerize 
its monthly calendar of arcs events or ics mailing 
lisc and finds that the new syscem's volume 
requirements exceed the machine's present 
capacity, additional memory and storage can be 
added. The computer also will accommodate 
several more CRTs and a faster primer than 
currently planned, and its manufacturer offers an 
excellent, compatible word processing system. 
Staff members at Agency Care already dreaming 
about the day when their computer will type 
grant award leuers, produce labels for bulk 
mailings, and prepare camera-ready copy for the 
arcs events calendar. 

The computer is small enough to be placed in 
a corner of Agency C's grants office. One CRT 
will be on the grants officer's desk and another on 
that of his assistant. The primer will be located 
in an adjacem storage room where its humming 
and dicking will not bother people using the 
telephone. An electrician will have co inscall a 
special grounded line co the room before the 
computer can be hooked up, but the present 
heating and air-conditioning systems will be 
adequate even on weekends when thermostats are 
adjusted by ten degrees. 

Step5: 
Test New System 

Before an agency relics on its new system for 
correct information, the system must be 
thoroughly tested for completeness and accuracy. 
This seep is usually conducted in three phases: 

• daca test, 
• unic cest, and 
• system cesc. 
The purpose of testing a new system is to 

locate and correct miscakes (called "bugs" in 
computer parlance) before they have an 
opportunity to damage valuable data or severely 
hamper an agency's ability to conduct business. le 
is imponanc to approach testing with a positive 
attitude about finding the bugs. They will exist, 
especially in a computer syscem, and the sooner 
they are uncovered and eliminated, the sooner the 
agency will be able to enjoy a good information 
system. 

A data test checks the collection and storage of 
the syscem's daca. If input is co be gathered on 
questionnaires and other forms, these documents 
muse be cesced for clarity and practicality before 
they arc primed and distributed for actual use. 
Frequemly agencies "field tesc" new forms, that is, 
they send a draft of the document co a small 
group of constituents, asking them to answer all 
the questions and cecum the draft. This exercise 
usually reveals which questions and instructions 
are mosc often misunderscood, which spaces are 
too small for the data to be comained in them, 
and which codes must be beuer defined. The 
knowledge and experience gained from the field 
test are then used to produce a revised documem 
to collecc information for the system. 

When problems associated with data collection 
have been resolved, the tester must check the new 
system's ability to store entries of the required 
sizes and in stipulated volumes. He will make up 
a small amount of sample daca and enter it into 
the system to analyze whether the field limits are 
realistic and whether the syscem is able to store 
the data accurately. Then he will tty to overload 
the system with a large amount of sample data to 
learn whether the allocated storage space accepts 
the data. A computerized mailing system with 
space for 6,000 entries of 167 characters apiece can 
serve as an illusuacion. The rester will first enter a 
few sample names and addresses to decermine 
whether each field size allocated is sufficient, and 
whether the system does indeed permit 30 
characters and no more in the "Name" field, 20 
characters in the "Address l" field, and so fonh. 
Then he will stuff the system with 6 ,000 sample 
entries (this can be done automatically) to make 
cenain the space is actually there for all that daca. 

91 



Testing For Bugs 



If, for some unexplained reason, the system stops 
accepting enuies after the 4,269th one, ic will be 
discovered at this time. When the system can 
collect and store daca without problems or 
inaccuracies. it will have passed its dara test. 

A unit lest checks the parts of the system which 
manipulate information. The tester will verify that 
data can be added to, deleted from, or changed by 
the system without mishap. Using sample 
information, he will ask the system to sclecc 
specific fields and entries according co each ?f the 
selection criteria specified in the system design. 
Similarly, he will make it son data by all of the 
soning requirements while he pays careful . 
attention to whether the names actually appear m 
alphabetical order, for example, or whether all the 
6060l's precede the 60602's in a ZIP Code sore. 
He will check calculations for aritlunetical errors, 
and finally make the system produce printed 
reports to learn whether all necessary data appear 
in proper format. When each pan of the system 
manipulates information in the manner intended, 
the system will have passed its unit test. 

During the final system test, the data and unit 
tests will be combined co insure that the various 
pares of the system work as well together as they 
do alone. In order to pass the system test, the 
system must prove thac it can score small and large 
amounts of information, change fields and add or 
delete entries accurately, and report selected, 
soned, and calculaced information correctly every 
time. An aucomaced grants system, for example, 
might be required co perform all of these functions 
at once: "Select all the theatre grants in the 
performing arcs program, sort them alphabetically 
by applicant, and print a list which rocaJs the 
grams awarded." If the system includes many . 
pieces of equipment, the tester must make ccmun 
that each performs its functions individually while 
all arc operating simultaneously. If the unit test 
indicated that the CRT and pnncer operate 
successfully alone, this will be the time co find out 
that the lights flicker, fuses blow, and the syscem 
crashes when they are turned on together. The 
tester will run the syscem through its paces in 
every imaginable way until he can verify that it 
will do flawlessly exactly what it is told. When this 
has been done and all the bugs have been found 
and fixed, the syscem test will be complete. 

Agency A 

Testing Agency A's manual resource directory 
system was not difficulc. Since the questionnaire 
used co collect information from artists had been 
used for six years and revised several times, the 
staff felt confident that all the bugs were out of 
it. The woman responsible for artist referrals did a 
careful data test, however, to make sure all of the 
information collected would fit on the cards as 
planned, and that the file box which would score 
them was both large enough and easily accessible 

when she was on the telephone. She made sure 
that the cards fit into her typewriter so the bottom 
line could be typed, and that the hand punch 
would notch their edges correctly. Her unit test 
included a trip to the mailing firm with some 
sample cards co try on the label-maker, a trial 
run with the son needle to line up notched holes 
and selecc several cards, and some time with the 
photocopy machine: to satisfy herself that the 
artists' references reproduce dearly and neatly on a 
form letter. The system test was simply a 
confirmation that she could type cards from the 
questionnaires, select them from the box while on 
the telephone (it takes a little practice), prepare 
and send the: letters, and return the cards to the file. 

AgencyB 

The arts council setting up a mailing list with 
the state data processing department had a more 
conventional testing process. Staff members began 
the data test by using names, addresses, and 
telephone numbers from two or three pages of the 
telephone book to fill ouc a pile of the input 
forms used by the state computer service. When 
they were satisfied that the field limits established 
were realistic (they soon got the knack of 
abbreviating long names), they brought the forms 
to the data processing dc:panment where 
experienced operators keyed the information into 
the machine, tested individual entries, and f1Jled 
Agency B's storage space to capacity. Duri~g the 
unit test, ans council staff members submmed 
additions, changes, and deletions, then checked 
printed edit reports to verify that the data were 
handled correctly. They tried the individual 
selections and sores listed in their system design 
and had the sample list printed on paper and on 
Cheshire and adhesive labels. When the computer 
counted the number of entries in a cenain city or 
with a specific code, Agency B staff people made 
the same counts by hand and compared the 
results. Finally, a system test combined updates, 
selections, sorts, calculations, and reports until 
staff members were thoroughly convinced that the 
system would meet their requirements in a timely 
and accurate manner. 

AgencyC 

Agency C, the owner of an in-house computer 
grants management system, aJso followed t~e . 
usual testing procedures. Its new grant appltcauon 
and final report forms were tested by applicants 
during the grant cycle which preceded installation 
of the new system. Only when grants office and 
program staff members were pleased with both 
the performance and appearance of the documents 
were they primed in quantity. When conventional 
data and unit tests had verified the computer's 
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ability to collect, store, and manipulate data, 
Agency C proceeded with a unit test of each 
computer awduncnt. Both CRTs were used to 
perform segments of the testing. The ribbon and 
paper stock in the printer were changed and it 
was run for a long time to make sure it would 
not jam. Staff members without passwords tried to 
access the system until it was clear that built-in 
security measures were effective. And in one 
imponant maneuver, sample data were copied 
onto back-up diskettes, and the original data were 
destroyed and reconstructed again using the back­
up system. Finally, the back-up diskettes were 
taken to the bank's safety deposit vault where 
someone made sure they would fit in the agency's 
box. When all the bugs located during the data 
and unic tests had been removed, a system test 
designed as a miniature grant cycle, with all the 
people, equipment, and procedures used for the 
real thing, completed Agency C's testing step. 

Step 6: 
Document New &)stem 

The sixth step in implementing an information 
syscem is to document the way in which the system 
is set up and intended to be used. System 
documentation is accomplished by compiling two 
manuals: 

• a system design book, and 
• arunbook. 
The step of documenting an information system 

should begin the first day plans for a system are 
made and continue after the system is in operation. 
Such documentation is crucial if the people using 
the system are going to understand why it exists, 
how to use it effectively, and how to recognize 
problems when they occur. Since a properly 
documented system can be operated, maintained, 
and revised correctly by people other than those 
who originally designed and implemented it, good 
documentation is a system's best insurance against 
obsolescence. 

The ryslem design book collects all output, 
input, and system design specificacions in one 
place, along with detailed descriptions of how the 
system was planned , how it works, and why it 
was set up as it was. It includes, for example, the 
written specifications an agency completed during 
Steps 1, 2, and 3, including field definitions and 
copies of all reports developed. If an RFP was used 
during the implementation process, it should be 
included in the book along with the selmed 
vendor's proposal and contract. The system design 
book is for people who will have to modify the 
system in the future, so it should explain where 
modifications can and cannot be made. Because 
changes to a National Standard system must 
prescive national compatibility, the system design 
book should make reference to the National 
Standard and its field, seleccion, and reponing 

requirements. In a manual or mechanical system, 
the system design book will include pictures and 
descriptions of the cards, files, cools, and machines 
used to accomplish each cask. In a computer 
system, it will include hardware descriptions and 
settings; program listings; diagrams of system 
operations, electrical circuits, and equipment 
hook-ups; and explanations of security and back­
up provisions. The system design book is both a 
final record of the design seeps already taken and a 
reference book for future decisions. 

The runbook is an instruction manual for 
people who will use the system. It describes how 
to put information into the system and how to 
produce repons; it specifies who will perform these 
tasks and when they will do so. le is a detailed 
procedures manual for the steps needed to make 
the system do everything it is capable of doing. 
The runbook for a manual resource direccoty 
system, for example, describes how information 
will be collecced, edited, and input to the system, 
when it will be updated, how it will be used, and 
so fonh. ft cmces a typical entry through the 
system, noting each task performed and each 
decision made. And every time a special card, 
index, or machine is involved, the runbook 
explains how it is to be used . A computer system's 
runbook is more complicated. In addition co 
outlining responsibilities and timetables, it muse 
make cenain the system's users will know where to 
find the CRTs switch, how co "sign on" to che 
mail ing system, or whac to do when labels gee 
jammed in the printer. For any system, the 
run book muse provide both regular and occasional 
users an unobstructed journey to the information 
they desire. 

Agency A 

In the agency with a resou~e directory on 
punched cards, the system design book is a three­
ring binder containing all output, input, and 
system design criteria collected during the 
planning process. There are also original design 
layouts for the printed cards and copies of 
correspondence with NISP, other state arts 
agencies, the mailing furn, card vendor, and 
printer. The woman who compiled Agency A's 
system design book included a list of the pages in 
the NISP book which discuss arts resource 
directories, National Standard system components, 
and specifications for the directory of "Individuals 
in the Performing and Literary Arts." She tucked 
a copy of the NISP book itself into the binder's 
cover pocket. 
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Agency A's runbook is a simple procedures 
folder describing how to cype and file cards, work 
chc: hand punch and sorcing needle, handle 
telephone: inquiries, prepare: and send written 
referrals, and ship cards co che mailing firm. Also 
included are the questionnaire:, a list of field 
definitions, and NacionaJ Standard abbreviations 
(for easy reference: by the person who will type che 
cards). The woman who wrote chc: runbook was 
careful co make it as detailed as possible:; her 
imminent rc:circ:menc is chc: reason for chis new 
system and her successor may have to make 
frequent runbook referrals. 

AgencyB 

The ans council wich a compucc:rizc:d mailing 
list system has a copy of che syscc:m design book 
developed by its programmer and che state data 
processing deparunenc. le describes the sof cwarc: 
and its capabilities, chc: computer and its storage: 
media, and che security and back-up provisions for 
Agency B's daca. le does not include ccchnical 
details and diagrams relating to chc: hardware, for 
chat informacion is irrelevant to Agency B as a 
service bureau diem. Wich its system design book, 
Agency B keeps chc: specifications it developed 
during Seeps 1 - 3. che National Standard, and 
correspondence: wich che data processing 
department staff, che Department of Motor 
Vehicles, and the: programmer. 

The state: data processing dc:panmc:m also 
helped Agency B compile: a run book. It includes 
a sample: input form with directions for filling it 
ouc properly, and simple: inscruccions for 
delivering input forms and requesting lists and 
labels. An "Imponant Names and Numbers" list 
gives Agency B's "client number" (to be used on 
all input forms and orders), and che names and 
telephone: numbers of people: to contact wich 
questions. Scaff members included copies of chc 
mailing questionnaire, National Standard 
definitions and abbreviations, and an update 
schedule. 

AgencyC 

The agency wich an in-house computer grants 
management system has a small library of system 
design books describing chc: computer and its 
programs and attachments. These books arrived 
wich che computer and caused considerable 
consternation among staff members until the: 
consultant assured everyone chat most of them 
were: reference: materials for che people: who will 
provide system maintenance:. She: insisted that 
several new shelves were all chat would be: 
necessary. More useful co Agency C. however, arc 
che binders containing its own specifications for 
the system, chc: cwo RFP's and accepted proposals, 

che National Standard, purchase: order and 
maintenance agrc:c:mc:nt copies, and logshc:c:ts 
describing all service calls and system modifications. 

Agency C's runbook also rakes a lot of shelf 
space. First there arc: notebooks describing how co 
use and care: for e:tch piece: of equipment. The 
staff members laughed about chc: fifteen pages of 
pictures and instructions devoted co changing the: 
printer's ribbon - until chc:y cried it chc:mselvc:s. 
Second, chere is a manual wich instructions for 
operating chc data base management system: how 
to input and score data, how to generate repons, 
and how co redefine field requirements. Then che 
agency has a notebook which describes its grants 
management process in detail and includes copies 
of all forms, reports, and other peninc:nt 
documents. Finally, chcre arc two folders (some 
say chey should be chained to che CRTs) 
containing all of che system's fields, definitions, 
codes, and standard abbreviations. 

Step7: 
Train Users 

When an agency has completed testing and 
documenting its new information system, it is 
time co tea.in chose who will operate chc system and 
use the data it provides. Training users involves 
teaching chem how chc: system works and how to 
use ic to obtain chc: information chey desire. It is 
che step of transferring from theory to practice and 
experience che inf ormacion contained in the 
system's documentation. 

While documentation should be clear enough 
to describe chc: concepts behind che system's 
design and detailed enough to provide a scep-by­
step tour of its workings, an administrator 
implementing an information system should never 
assume: chat good documentation can substitute 
for training. Rather, he should use che system 
design and runbook as textbooks which 
accompany comprehensive:, practical education on 
use of chc: system. Funhermorc:, an agency should 
not assume: that training is only for a system's 
operators - che secretary who fills out input 
forms, che bookkeeper who types transactions into 
a tcrminaJ, or che data processing manager who 
runs chc: computer. All of the people whose jobs 
will be affected by chc: new system and who will 
benefit from its implementation - from che 
board and executive: director down - should 
understand what che system can and cannot do. 
A good system is an information resource: for che 
entire agency; unless it is understood as such, 
it will not be used effectively. Finally, training is 
not someching which occurs for a day or two and 
chen is over. As the system is used for processing 
real data, as problems develop, questions arc: 



answered, and changes arc made, both opemors 
and users must continue learning to understand 
and exploit their new information processing 
capabilities. 

Training is usually conducted by the 
administrators responsible for implementing the 
new system with assistance from consultants 
equipment manufacturers, system vendors ~r 
service bureau personnel. It should cover ~th the 
background and purpose of the system, and the 
practical concerns of the staff involved. For 
example, the people responsible for developing 
and running an agency's grant programs should 
understand what reports a computerized grants 
management system can provide and on what 
basis. It should be dear how they can request 
unscheduled reports from the system and who will 
be able to answer their questions about what is 
and is not possible. If the new system is treated 
as the mysterious, inaccessible domain of the 
grants office staff, it will be useless to the agency 
asa whole. 

Operators of the same grants system, on the 
other hand, must understand it in greater detail. 
In addi~o.~ t_o compr~hending the paper, people, 
rcspons1b1hues, and umetablcs involved in the 
grant process, they must be familiar with how to 
use the system's features and operate its 
eq1;1ipment every day. When grant applications 
amve, they must know how to enter pcninent data 
to the system, store it proper! y, and confum its 
accuracy. When a rc:pon is requested by the 
program staff or panels, they must be able: to 

~late that request into a format the computer 
w~ll understand. And when something goes wrong 
with the system, they must be prepared to react 
intel~gently in ?rder to minimize: damage and 
obtatn appropnatc help. Consequently, their 
training will have a different focus from that of 
their colleagues, whose: major contact with the 
system will be using the data it provides. 

Agency A 

. Training the users of Agency A's new resou~e 
dtr:ecto~ system was done in two steps: there was 
onencauon first for the man hired to replace the 
person retiring, then for the entire staff. During 
the new employee's introduction to the directory, 
he and the woman he is replacing reviewed every 
page of the system design book and runbook. 
They concentrated on how and why the agency 
chose the system specifications and methods 
described there, and the exact work flow for 
handling resource directory cards, referrals, and 
correspondence. Then together they practiced the 
system's procedures in sequence until the new staff 
person was comfonable with them all. Because the 
directory's information on artists is of use and 
interest to others at Agency A, the new person 
described the system to his colleagues at a staff 
meeting. He showed them the cards and file 
bo~ •. demons~ted how the cards arc punched co 
facilitate selecuon, and answered their questions 
about how he will use the new system to make 
artist referrals. 

Train Users 
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AgencyB 

The agency implementing a computerized 
mailing list sent two people to a one-day workshop 
sponsored by the state data processing depanment 
for government agency personnel using its 
computer services. One was the secretary who 
will be responsible for updating the mailing list 
and requesting labels. The other will be her back­
up during vacations and illnesses. A thorough 
knowledge of the system design book and run book 
was a prerequisite for the training session, so both 
persons studied these documents in advance. 
During the workshop, data processing depanment 
staff members gave a simple explanation of how 
their computers work, conducted a tour of the 
department, and inuoduced everyone to the 
people who will take requests and process data. 
Finally, everyone practiced completing inpuc 
forms and filling out repon requests. 

Several days later these two people held a shon 
conference with the rest of Agency B's staff to 
explain the new mailing system's features and to 
demonstrate the data processing deparunent's 
services. They had sample inpuc forms, lists, and 
labels for everyone to sec. The ans council's 
director made it clear that when the new system 
is fully operable, no one will maintain personal 
mailing lists on photocopy masters; for all but 
the smal Iese mailings, the computer will provide 
up-to-dace, ZIP Code-soned labels. 

AgencyC 

At Agency C there were also people being 
traim:d to operate and use the in-house computer 
grants ma111Zgement system. However, unlike 
Agency B staff members, they enjoyed the plush 
setting of their computer manufacturer's 
educational facility rather than the conference 
room of another state office building. The grants 
officer, his assistant, the executive director, and 
the public information officer spent two days 
studying basic computer concepts, data processing 
technology, and the management of a smal I 
business system. Grants office staff members 
remained an extra day to learn about using and 
caring for their system's hardware. When they 
returned to the office, the vendor who had sold 
Agency C its system and installed the software 
spent three days going through the runbook with 
them. He helped them practice entering and 
retrieving data, designing special rcpons and 
tables, and running back-up diskettes. After a 
week of instructions and practice, both the grants 
officer and his assistant were very adept at 
handling the new equipment in their office. 

When they were confident they could operate 
the system, the grants office staff members 
conducted a day-long seminar for the rest of the 
staff and interested panel and Council members. 

They demonstrated the computer, described its 
capabilities, and answered questions about its use. 
Finally Agency C scheduled a six-month series of 
half-day staff workshops, each to deal with some 
aspect of grants information management as it 
relates to the new computer. Topics for the 
workshops include using stored data to do 
program evaluation, utilizing the special data base 
management features, preparing the next annual 
rcpon, analyzing and improving data input 
documents, and, eventually, evaluating how 
successfully the system meets Agency Cs 
information needs. 

Step8: 
Operate Pdrallel Systems 

After a new information system has been 
installed, tested, and declared ready for use, it 
must be operated simultaneously with the old 
system until it is clearly capable of assuming its 
casks alone. This step is called "running parallel" 
or "operating parallel systems." 

In a sense the parallel period is an extension 
of the system test performed earlier, except that 
now real or "live" data arc entered to the system 
and used rcgu larly for several weeks or months. 
During this time an agency begins to rely upon 
its new system in earnest, but it also scrupulously 
updates the information in its old system - just 
in case. Running parallel should continue until 
the agency is convinced that the new system 
performs according to its objectives within the 
day-to-day work environment. 

To help us understand the imponancc of 
operating parallel systems, let us imagine that 
MasterCard, a major credit card company. is 
implementing a new bookkeeping system. In 
order to keep its customers and make a profit, 
MasterCard must record and repon accurately 
thousands of transactions involving its account 
holders, their purchases and payments, and 
panicipating retailers. The new system will be 
planned and tested with utmost care, but when it 
is ready, MasterCard will operate both the old and 
new systems simultaneously for several months. 
It wants to be ccnain the new system is capable 
of handling m.nsactions as well as or better than 
the former system cou Id. The time and money 
invested in operating the parallel systems will be 
enormous; every cransaction must be recorded 
twice. Y ct the alternative - the new system 
broken down without the old one to back it 
up - could put MasterCard out of business. 



Although the situation is probably less critical 
in most public ans agencies, running parallel is 
nonetheless imponant if an agency is going co 
retain its ability to handle ~ntial information 
during a time of transition. Consider an ans 
agency which has been processing hundreds of 
grant applications by hand for years. Every six 
weeks, after an advisory committee makes grant 
awards, the staff fills out ledgers to record funds 
committed and a huge calendar co indicate when 
each grant check should be sent and when final 
reports will be due. Now a newly-installed 
computer will handle grants management and, to 
everyone's delight, will replace these two tedious 
chores. When a "Grant Award" is entered into the 
system, the computer will automatically add that 
amount to the funds encumbered, indicate that a 
check must be sent thirty days before the project's 
"Start Dace," and note that a final repon will be 
due thiny days after the project's "End Dace." 
Regular printouts will show balances remaining in 
each funding category, checks to be prepared each 
week, and reports to be expected each month. 

Running Parallel 

Since the agency has a small staff and limited 
funds for temporary help, and since testing the 
new system proceeded without a flaw, the agency 
decides to skip the parallel period. Scaff members 
transfer all of the current application records to the 
computer, discard the old ledgers and calendars, 
and faithfully input au new grant data to the 
system. Things go well until the firsc printout is 
needed and the computer is inexplicably unable co 
perform necessary functions and print a repon. 
Finally, during service on the system's software, 
the information in about one hundred "Grant 
Award" fields is accidentally deleted. Eventually 
the programmer will foe the problem and the 
back-up system will restore the lose data, but in 
the meantime the grants process is paralyzed. The 
advisory committee meeting this week has no idea 
how much money it can spend, the f 1SCal officer 
cannot prepare checks for grantees expecting their 
money, and no one knows who should be 
concacced abouc overdue reports. 
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When an agency has operated parallel systems 
for a time without encountering major difficulties, 
it should review the new system's performance. 
Has it been reliable for a reasonable period of 
time (e.g .• through an entire grant cycle, a couple 
of major mailings. or two or three monthly 
accounting periods)? Docs it meet the agency's 
objectives? Can it provide the selections, sons, 
calculations, and reports required of it? Does it do 
so on schedule? Aie operating costs within the 
budget? Aie staff mem hers properly trained and 
comfonabk using it? If the new system was well 
designed and implemented, and if regular use 
has located the rest of the bugs, it is ready to 
stand on its own. 

Agency A 

The ans council implementing a resource 
directory system has relied for years on the 
knowledge of a single staff member who was able 
to make artist referrals from previous experience 
and familiarity with the ans community. She 
helped plan and implemenc the new system, 
supervised the most recent questionnaire survey, 
and ryped al 1 the new cards from the returns. 
Now she and her replacement are working 
together for a month before she retires. The new 
staff person is responsible for handling the referrals 
during this period, but in the event that the new 
system is initially slow or confusing, his predecessor 
is available to step in and take a call. 

AgencyB 

Agency B hired a keypunch service to transfer 
its otd mailing list from cards to magnetic tape. 
The tape was used to run the old data into the 
state's computer. When this had been 
accomplished, the staff did not throw the old cards 
away, but took them back to the office where the 
secretary is updating and filing them as she 
completes input forms for the list now on 
computer. Thus, if the state service bureau 
encounters serious problems with the new system, 
the old cards will still be available for mailing. 
Agency B plans to run parallel systems in this 
manner umil the computer has completed two 
successful newsletter mailings. 

Agency C 

Since Agency C processes grant applications on 
a quarterly basis, it decided that three months 
would be a logical parallel period for its old 
manual and new computer grants management 
systems. So a clerk was assigned to the grants office 
during this cycle to assist the two people there 
with their double work. When applications are 
received, they are noted on the old cards and 
logsheets as well as entered imo the computer. 

When panel summary repons are produced by 
the system, they are compared with drafts 
prepared manually. Reports on encumbered funds 
are balanced with the old ledgers, and computer 
grant reports for legislators are compared with 
lists developed by hand. If three months of 
parallel running show that the computer is 
successfully providing Agency C's grant 
information requirements, most manual 
procedures will be stopped. But the old calendar 
will be retained several more months until the 
computer demonstrates its ability to track the 
applications first entered into the new system all 
the way to their final reports. 

Step9: 
Discontinue Previous System 

The last step in implementing a new 
information system is to discontinue the previous 
system. When a period of operating parallel 
systems has demonstrated a new system which is 
well planned, designed, and tested, and when the 
staff is adept at its new responsibilities and the 
agency's information needs are being met, the old 
system is stopped. 

Agency A 

At the ans council which now has a resource 
directory system to handle artist referrals, there 
will be a party for the woman who is retiring. 
Champagne will be served. 

AgencyB 

There will be no champagne on the job at the 
agency using a mailing list with the state's data 
processing department - so it goes when you 
deal with a government bureaucracy. But the old 
mailing list cards have now shown up as scratch 
paper on people's desks. And they make nice 
bookmarks. 

AgencyC 

Agency C's in-house computer grants 
management system should have been christened 
with a bottle of champagne, but the runbook 
recommends against it. Instead the old cards and 
logsheets will be sent to the National Endowment 
for the Ans with the agency's block grant repon. 
In triplicate. 



Discontinue p . rev1ous System 
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National Standanl 
for Arts 

Infonnation Exchange 

T:he National Standard for Arts Information 
Exchange was developed during 1979 and 

1980 by the National Information Systems Project 
to serve as a rule for basic information systems in 
American public ans agencies. It consists of terms, 
definitions, and reponing requirements for usc in 
mailing list, grams management, and ans resource 
directory systems. It was developed to provide ans 
agencies with some of the system design work 
needed for better information management, and 
to guarantee national compatibilicy in the 
collection, organization, and exchange of ans 
information. The National Standard represents the 
cooperative work of many agencies in establishing 
a vocabulary for information systems, and when it 
is implemented by them, will provide a basis for 
meaningful use and analysis of data about public 
ans activities in the United States. 

The National Standard system components 
arc printed together here for the first time. This 
publication replaces and makes obsolete the 
following NISP documents: Preliminary Report 
of the National Information SystemI Project, 
January l, 1980 (second printing - May, 1980); 

"Selections," February 1, 1980; and "Reports," 
May 16, 1980. Revisions and editorial changes -
usually field size amendments and definition 
clarifications - arc incorporated here. Therefore, 
ans agencies using previous editions of the 
Standard should review all applicable systems and 
make the appropriate changes on their forms and 
questionnaires, in system documentation, and 
in agency usc of the National Standard system 
components. 

A detailed explanation of the National Standard 
for Arts Information Exchange is provided in 
Chapter III (p.43); guidelines relevant to decuonk 
system development are in the Programming 
Notes (p.169 ). Since an understanding of the 
nature and use of each system and its components 
is C$Cntial to proper system implementation, 
Chapter III and the Programming Notes arc 
considered integral parts of the National Standard 
and should be used in conjunction with the 
material on the following pages. 
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IDnstituent List 
He Ids 

P<miblc 
Need Field Size 

1. Name (organization or individual) Text Necessary 30 
2. Address 1 Text Necessary 20 

3. Address 2 Text Neccswy 20 

4. Cicy Text Necessary 16 
5. State Text Necessary 2 

6. ZIP Code Numeric Necessary IO 

Definitions 
1. Name (organization or individual) 

The name of the constituent, either organization or individual. Generally this is the name under 
which applications arc accepted and/or checks is.rued. le is the identicy of the constituent in all 
information systems. If a list of all constiruents were to be compiled, this is how the constituent would 
appear. If abbreviations arc necessary or desired, use "Abbreviations" on pp.108-111. 

2. Address 1 
First address line. Never enter an organization name here unless it is a necessary part of the address -
it should go under "Name (organization or individual)." Box numbers, sucec addresses, deparuncnts, 
or c/o notes arc acceptable. If abbreviations arc necessary or desired, use "Abbreviations" on 
pp.108-111. 

3. Addrcssl 
Second address line. Same definition as "Address 1." 

4. City 
Post office address. For foreign mail (non-United States and territories), include state I province 
abbreviation and country. 

5. State 
Two-character state abbreviation. See "Abbreviations" on p.108. 

6. ZIPCode 
United States Post Office ZIP Code. 

National 
Standard 
for .Arts 
Information 
Exchange 

Constituent 
List 
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National Abbreviations Standard 
for Ans 

Information 
Exchange States and United States Territories• 

Constituent 
list Alabama AL Kansas KS Oh.io OH 

Alaska AK Kentucky KY Oklahoma OK 
American Samoa AS Louisiana LA Oregon OR 
Arizona AZ Pennsylvania PA 
Arkansas AR Maine ME 

Maryland MD PuenoRico PR 
California CA Massachuscns MA Rhode Island RI 
Canal Zone CZ Michigan MI South Carolina SC Colorado co Minnesota MN South Dakoca SD Connecticut CT Mississippi MS 
Delaware DE Missouri MO Tennessee TN 

Texas TX Disuict of Columbia DC Montana MT 
Trust Territories TT 

Florida FL Nebraska NE Ucah ur 
Georgia GA Nevada NV 

New Hampshire NH Vermont VT Guam GU 
New Jersey NJ Virginia VA 

Hawaii HI New Mexico NM Virgin Islands VI 
Idaho ID New York NY Washington WA 
Illinois IL Nonh Carolina NC West Virginia WV 
Indiana IN NonhDakota ND Wisconsin WI 
Iowa IA Nonhem Mariana Islands CM Wyoming WY 

Canadian Provinces and Territories 

Alhena AB Ontario ON 

British Columbia BC Prince Edward Island PE 
Labrador LB Quebec PQ 

Manitoba MB Saskatchewan SK 

New Brunswick NB Yukon Tcrritocy YT 
Newfoundland NF 
Nonhwest Tcrrirories NT 
Nova Scotia NS 
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General National 
Standard 
for Ans 

Academy ACAD British BRIT Corporation CORP Information 

Acting ACT Broadcasting BRDCSTG Council CNO. Exchange 

Addition ADON Brook BRK Counuy CNIRY Constituent 
Administration ADM IN Brother BRO County co List 
Administrative ADM IN Building BLDG Coun CT 
Administracor AD MIN Bureau BUR Cove CV 
Advisory ADVS Business BUS Crafts CRFr 
Advocate ADVC Business Manager BUS MGR Creative CREA 
Affiliated AFF Bypass BYP Creek CRK 
Aff tliatc:s AFF Canadian CANAD 

Crescent CRES 
Afro-American AFRO-AMER Crossing XING 
Agency AGCY Canyon CYN Cultural CULT 
Air Force Base AFB Cape CPE Culture CULT 
Airport ARPT Care of CIO 

Alley ALY Causeway CSWY Dance DNC 

Alliance ALNC Center. Ccnue CTR Decentralization DECEN 

Alternative ALT Ccnual en Depanment DEPT 

American AMER Chairman CHRM Depot DPO 

American Indian AMER IND Chapter CHAP Development DEV 

And & 
Children's CHLDS Director DIR 

Annex ANX 
Chinese CHIN Distribution DIST 

Anthropological ANTHR Church CHR Disuibutors DlSTRS 
Anthropology ANTHR Circle CIR Disuict DIST 

Apanment APT Citizen OT Division DIV 

Aquarium AQR dcaringhouse a.RGHS Doctor DR 

Arcade ARC diff a.F Documentary DOC 

Architectural ARCHL dub a.a Dramatic DRAM 

Architecture ARCH Coalition COAL Dramatists DRAM 

Archive ARCV Collaboration COLLAB Drive DR 

Arsenal ARSL Collaborative COLLAB 

Artists-in-Schools AIS Collection a.er East E 

Assembly ASSY Collective a.er Eastern E 

College COLL Education EDUC 
Assistance ASST Colloquium O.QM Educational EDUC 
Assistant ASST 
Associate ASSOC Colonel COL Elementary EI.EM 

Colony COL Endowment ENDOW 
Associated ASSOC Commander CDR Ensemble ENSBL 
Associates ASSOC 
Association ASSN Commission COMM Enterprise ENT 

Committee COMM Entertainment ENTR 
Attorney ATIY Communication COMM Environment ENVRN 
Audience AUD 
Audio AUD Community COMM Environmental ENVRN 

Audio-visual A-V Company co Equipment EQUIP 

Auditorium AUD Composer COMP Equity EQTY 

Avenue AVE Concert CNCT Estate EST 

Conference CONF Ethnic ETH 
Bayou BYU Conservation CONS European EURO 
Beach BCH Conservatory CONS Exchange EXCH 
Bend BND Consonium CNSRT Executive EXEC 
Black BLK Construction CONST Executive Director EXEC DIR 
Bluff BLF Contemporary CONf Exhibition EXHB 
Botanic BOT Conuactors CONTR Expansion EXPAN 
Botanical BOT Cooperative COOP Experimental EXP ER 
Boulevard BLVD Coordinating COO RD Expressway EXPY 
Branch BR Coordinator COO RD Extended EXT 
Bridge BRG Comer COR Extension EXT 

Corporate CORP 
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National Falls FIS Institute INST National NAil 
Standard Farms FRMS Institution INST Native American NIV AMER 

for .Ans Federal FED lnsur.ance INS Nejghborhood NGHBR Information 
Exchange Federation FED Interacts INTARTS Network N1WK 

Fellowship FIS HP Interdisciplinary INTDlS Nonh N 
Constituent Ferry FRY lntermedia INTMED Northeast NE 

List Festival FEST Internacional 1Nit Northeastern NE 
Field FLO Imemate I Nonhern N 
Film FLM Involvement INVL Nonhwcst NW 
Filmmaker FLMKR Island ISL Nonhwcstem NW 

' Flats FLT Italian IT Nwnber # 
Floor FI.R Japanese JAPAN Office OFF Folk FLK 
Folklore FLKI.R. JownaJ JOUR Officer OFF 

Forest FRST Junction JCT Opera OP 

Forge FRG Junior JR Orchestra ORCH 

Fork FRK Junior High School JR H S Organjzation ORG 

Fon FT Knolls KNLS Park PK 
Foundation FNDN laboratory LAB Parkway PKWY 
Fountain FTN Lake I.K Panicipation PART 
Freeway FWY Landing LNDG Performance PERF 
French FR Landmark IND MK Performing PERF 

I Fund FND Lane I.N Philanthropic PHIL 

Gallery GAU League LG Philharmonic PHIL 

Gardens GDNS Library LIB Photographer PHOTG 

Gateway G1WY Lieutenant LT Photography PHOTG 

Genealogic:al GEN AL Limited LID Place PL 

General Delivery GENDEL Literary I1T Plains PI.NS 

German GER Literature I1T Planetarium PI.NT 

Government GOVT Little Lil Players PLYRS 

Greek GR Lodge LOG Playwright PLWRT 

Group GRP lower LWR Plaza PIZ 
Point PT 

Grove GRV Major MAJ Pon PT 
Guild GID Management MGMT Post Office PO 
Harbor HBR Manager MGR Preservation PRES 
Haven HVN Manor MNR President PRES 
Heights HTS Manufaauring MFG Producer PROD 
Heritage HERT Markee MKT Production PROD 
High School HS Marketing MKTG Professional PROF 
Highlands HI.NOS Meadows MOWS Program PROG 
Highway HWY Media MED Project PROJ 
Hills HLS Meeting MTG Promotion PROMO 
Hispanic HISP Memorial MEM Public PUB 
Historic HIST Metropolitan MET Public Relations PR 
Historical HIST Mexican MEX Publication PUBL 
History HIST Middle MDL Puppet PUPT 
Home HM Mills MLS 

Ranch RNCH 
Honorable HON Mission MSN 
Honicultural HORT Mobile MBL Rapids RPDS 

Hospital HOSP Mount MT Recreation REC 

House HSE Mountain MTN Reference REF 

Humanities HUM Mounted Route MTNRT Regional REG 

Multi-media MULT·MED Registry RGS1Y 
Improvisational IMPROV Municipal MUN Repenory REP 
Incorporated INC Museum MUS Resident RES 
Independent IND Musical MSCL Resource RSRC 
Indian IND Restoration REST 
Industrial INDL Reverend REV 
Information INFO 
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Ridge RDG Southwestern SW University UNIV National 
Space SP Upper UPR Scand21d River RVR for Arts 

Road RD Spanish SP Valley VLY Infonnation 
Room RM Spring SPG Veterans VET Exchange 
Route RT Square SQ 

Viaduct VIA Constituent Rural Free Delivery RFD Station STA 
Vice-Chairman V-CHR.M list Rural Route RR Sueet ST Vice-President V-PRES 

ST Srudio sru Video VID Saint Subdivision SUBDN 
Scandinavian SCAND View vw 

SCH 
Suite STE Village VLG School Suppon SPT 

Science sa SYMPH Visual VIS 
Sculptor Sa.PT Symphony Volunteer VOL 
Sculpture Sa.PT Technical TECH West w 
Secretary SECY Technology TECH Western w Section SEC Television TV Women's WMN Seminar SEM Tcnace TER Workshop WKSHP 
Seminary SEM Tcxcile 1XTI Writer WRT 
Senior SR Theater, Theaue 11-lTR 
Senior Citizens SR CIT Theatrical 11-lTR Yard YD 
Service SRV Tower TWR Youth YTH 
Shore SHR Township TWP Zoological ZOOL 
Sister SR Traditional TRAD Zoology ZOOL 
Society soc Trail TR 
South s Trailer Park TR PK 
Southeast SE Training TRNG 
Southeastern SE Transportation TRANS 
Southern s Traveling TRAV 
Southwest SW Treasurer TREA 

Tunnel TIJNL 
Tum pike TPKE 
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Mailing List System 
Fields 

Label 

1. Contact Person 
2. Contact Person Title 

Type 
Required 

Text 
Text 

ONE CONSTIIUENr FROM lHE CONSTITUENT UST 

Name (organization or individual) 

Address 1 
Address 2 

City 
State 
ZIP Code 

3. Mail Code Numeric 

Definitions 
1. Contact Person 

Need 

Optional 
Optional 

Necessary 

Possible 
Field Size 

20 
20 

30 

20 
20 
16 

2 

10 

41 

The person to contact for additional information about "Name (organization or individual)" if that 
field is an organization. If that field is an individual, no contact person should be listed. 

2. Contact Person Tide 
The official title of"Contact Person." 

Include one Consttiuenl 11.1 defined in the Constituent List. 

3. Mail Code 
A descriptor designed to enable an agency to select panicular groups of conscicuents for specific kinds 
of mail. The following code will be used: 
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TARGET: 0-lhc ~item in e«ba>lumn whidt lint ckscribn !he rnruti1um1. 

STATUS 

01 lndmdual 
02 Otpniution • Nonprofit 
OJ Orpnilltion • Profx 
04 Go.nnmm1 . FcdcnJ 
01 Go.nnmm1 · Sia1c 
06 Gomnmmt • Regional 
07 Go.nnmmr • Councy 
OB G<wtmmmt • Muruc1pal 
09 None of !he abcM 

ruNCTION 

01 Anist I Producer 
02 Sponsor or Pram1or 
03 AnsSmxel Advoacy 
<M Human111<S x1Yicc I Adwoaty 
OS Eduauon 
06 Fund1nc 
07 Mnl11 
OB lntm:std in !he Ans 
09 None ofiht obrm: 

CONTENT: 0-.U i1cnis which d<S<ribc what kind of mail the constituent should receive. 

01 Dance 
02 Mwic 
0) Open 
04 lbc2trc 
OS Visual Ans 
06 AlthitcmUr I Design 
07 Cnfa 
DB Photography 
09 MtdiaAno 
10 Ltcral\ltt 
11 Communicy Ans 
12 Foll<Ano 
13 Humarutics 
14 Mult1-d1SC1plicwy 
IS Ano Adwnq I Service 
16 Ano Manairmcnt 
17 Disabled I Handicapped 
18 Eu.nic I Muioricy 
I') Senior Ciuzcns 

20 N~ct1cr"• 
21 PIUS Rclcoics•• 
22 Progwn lnfomution .. 
2) Board I Council M11cnal .. 
24 !'anti Motcnat•• 

cu. 

INSTI11JTION 

01 Individual . Anast 
02 Individual. Non-onist 
OJ Performing Group 
<M Performing Group. Colkgc I Unittni1y 
OS Performing Group· Communi1y 
06 Prrform1ng Group· You1h 
07 Prrfonnancr Focdiry 
OB Museum • An 
Cl? MUSC11m • Oth<r 
to G2Jlny I &lubiuon S.,atr 
II Gncmo 
12 Small Pr= 
13 l..i1nory Moguinc 
14 Fair I fcnival 
I) Aru Ccn1c1 
16 Aru Council/ Agency 
17 Aru SclYicc O!ganiu1ion 
18 Union I Ptofcssional Amcia1ion 
19 School District 
20 School · Pottnt·Tnchc:r Associa1ion 
21 School • Eltmcnt:ary 
22 School· Middle 
2} School • Scrond:ary 
24 School· Voauonal I T «hnical 
21 School • Othn 
26 College I U"'vcllllY 
21 ubwy 
28 Historical Scx1cty I Commwion 
29 Humanni<S Council I Agency 
JO Foundation 
JI C'.orporotion I Bwmcss 
}2 Communrcy Sc1Y1tt Orgon1ution 
H Conmional lnnitution 
;4 Health Care Facility 
}1 Rchgiow Oip111u1ion 
16 Smioc Ci1izcru' Center 
37 Patksond Rtttt:111on 
}8 Government Esttu1ivc 
39 Govmuncn1 ·Judicial 
40 Govcmmcm • Legislouvc(Howc) 
41 Govcmmcn1 • Legislouvc (Senate) 
42 Mdia · Pcriodinl 
41 Mcdia · Daaly Nowspopcr 
44 Media . Weekly Ncw$popcr 
41 Media · Radio 
46 Media. Tdcvision 
47 Noncof1ht abovc 

DISCIPUNE 

01 Dance 
A ballet• 
B nhnic/Colk/ juz• 
C modern• 

02 Music 
A band• 
B dumber* 
C chor:aJ• 
Drontrm~• 
E ethnic I folk• 
f juz• 
G popul.,. 
H solo I m:i1aJ• 
I Jymphonic• 

OJ Oprt1 
04 Theatre 

A thnur • general• 
B mime• 
C mwinl tha1rc• 
D puppet• 
E 1hnttt for young audirnttS• 

OS Visual Ans 
A conceptual an• 
8 graphics• 
C imcr-mcd11• 
D painting• 
E pcrfonnancc an• 
f sculpture• 

06 Auh11a:turc I 0..1gn 
07 Cnfu 
08 Photography 
Cl? Mnl1altru 

/\film• 
B ndm• 
C crlnls1on• 
D video• 

10 utcra1ure 
11 Community Aru 
12 Folk/\ru 
I} Humon111<S 
14 Mulu.di.ciplinary 
n Non·ansl Non-humaniu<S 
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"Mail Code" Definitions 
The following definitions are to be used by staff people administering the Mailing list System. They 
are intended to clarify items of information so chat they are discrete. It is imponant to know whether 
the person filling out a request for mail is doing so on his own behalf or on behalf of an organization 
he is representing. In some instances. it might be advisable for a person to fill out two requests - one 
as an individual and one as a representative of an organization. Whenever more than one item in a 
colwnn describes the constituent, the item most appropriate f or mailing purposes should be chosen. 

''TARGET'' 
STATUS 

FUNCTION 

01 
02 

03 

04 

05 

06 

07 

08 

09 

describes who the constituent is 
describes the constituent's legal status 
Individual- a person, not an organization, as mail recipient 
Organization· Nonprofit · not engaged in profit-making activities (i.e. , no part of 
the income or assets inure to the benefit of any director, officer, or employee except 
as salary or reasonable compensation for services and travel expenses) 
Organization - Profit - engaged in profit-making activities (i.e., income or assets do 
inure to the benefit of directors, officers, employees, or stockholders) 
Government - Federal · to be used when the mail recipient is a unit of the federal 
government 
Government - State - co be used when the mail recipient is a unit of the state 
government 
Government - Regional - to be used when the mail recipient is a unit of sub-state 
regional government 
Government - County - to be used when the mail recipient is a unit of county 
government 
Government - Municipal - to be used when the mail recipient is a unit of municipal 
government 
None of the above · use only to designate an entry which cannot be coded; to leave 
an entry unclassified, use "00" 

describes the constimem's primary purpose in the arts 

01 Artist I Producer · creates, performs, interprets, or produces artistic works (e.g .. 
dancers, sculptors, theatre companies) 

02 Sponsor or Presentor - presents or exhibits arts events for the public (e.g., 
community concen series, performance facilities, museums, cinemas) 

03 Arts Service I Advocacy- provides information, coordination, technical assistance, 
or other services to constituents; develops and/ or organizes public suppon for the 
arts (e.g., consultants in the ans, arcs councils, and service organizations such as the 
American Council for the Arts, National Assembly of Community Arts Agencies) 

04 Humanities Service I Advocacy- provides information, coordination , or technical 
assistance to constituents; develops and/or organizes public support for the 
humanities 

05 Education · involved in teaching I instruction 
06 Funding - provides financial assistance in the arts such as grants, awards, etc. (e.g. , 

The Ford Foundation) 
07 Media • disseminator of information (e.g. , television, newspaper, radio, columnist, 

reviewer, announcer) 
08 Interested in the Arts - appreciative of the arts but not necessarily actively involved 

in the arts as artist, an teacher, etc. 
09 None of the above - use only to designate an entry which cannot be coded; to leave 

an entry unclassified, use "00" 



INSTITUTION 0 l Individual • Anist • one who creates, performs, or interprets works of an 
02 Individual • Non-artist 
03 Performing Group· group of anists who perform works of an (e.g., an orchcscra, 

theatre, or dance group) 
04 Performing Group • College I Univmity • a group of college or university students 

who perform works of an 
05 Performing Group • Community • a group of persons who perform works of an 

avocationally and who may be but are not neccsw-ily directed by professionals 
06 Performing Group· Youth- a group which may but docs not necessarily include 

children who perform works of an for young audiences 
07 Performance Facility· a building or space used for presenting conccns, drama 

presentations, etc. 
08 Museum • Art • an organization essentially educational or aesthetic in purpose with 

professional staff, which owns or utilizes works of an, cares for them, and exhibits 
them to the public in some regular schedule 

09 Museum • Other - an organization essentially educational or aesthetic in purpose 
with professional staff, which owns or utilizes tangible objects, cares for them, and 
exhibits them to the public in some regular schedule (e.g., non-ans organizations 
such as historical, agriculrural, scientific, industrial, and anthropological museums; 
zoos; aquariums; and arboretums) 

10 GalJcry I Exhibition Space - an organization or space which primarily exhibits works 
of an from collections other than its own, and may be involved in selling those works 

11 Cinema • a motion picture theatre or organization which regularly shows films 
12 Small Press· a non-commercial publisher or printing press which issues small 

editions ofliterary and other works 
13 Llterary Magazine - a non-commercial, numbered, serial publication devoted to 

contemporary poetry, fiction, drama, or literary criticism 
14 Fair I Festival - a seasonal program of ans events 
15 Arts Center· a multi-purpose facility for ans progranuning of various types 
16 Arts Council I Agency· an ans organization (sometimes funded by public funds or 

sanctioned by some branch of government) which provides funding, ans 
adminiscnttive and/or programming services for its members I constituents within 
a specific geographic locale (e.g., county, state, community) 

17 Arts Service Organization - an organization which docs not as its cencntl function 
produce or present che ans, but which assists others, including anists and ans 
organizations, in managing, producing, promoting, and presenting the ans to the 
public (e.g., Friends of the Philharmonic, Columbia .Artists Management, 
Volunteer Lawyers for the Aru, American Council for the Ans, American 
Symphony Orchestra League) 

18 Union/ Professional Asmciation - dedicated to the improvement of and/or 
providing bencfirs co individuals; the American Federation of Musicians (A.F. of 
M.) and the American Guild of Musical Artists (A.G.M.A.) arc examples of 
unions; professional associations would include organizations such as the American 
Association of University Professors (include all local or regional anists' clubs, 
guilds, and societies) 

19 School Disuia - a geographic unit within a state comprised of member schools 
within that area as defined by the state government 

20 School- Parent-Teacher Asmciation - an organization composed of school parents 
who work with local school teachers and administrators 

21 School - Ecmentary - also called a grammar school 
22 School - Middle - also called a junior high school 
23 School - Secondary - also called a senior high school 
24 School - Vocational I Technical - trade school (e.g., school for secretarial, business, 

computer training) 
25 School - Other - other school, such as one offering lessons and courses in karate, 

ballet, scuba diving, flower arranging, cooking, guitar, etc. 
26 College I University - include state-supported colleges and universities, privately­

supportcd colleges and universities, junior colleges, and community colleges 

(continued) 
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DISCIPUNE 

ll6 •Optional 

27 Library 
28 Historical Sociecy I Commission - a historical "sociery" is an organization dedicated 

to the study and preservation of the history of a town or region, usually owning a 
collection of documents and/or anifacts and frequently based in a historic 
building; a historical "cornminion" is an arm of local government, usually 
volunteer. charged with the survey of historic buildings in a town or region 

29 Humanities Council I Agency • an agency dedicated to funding the humanities 
receiving state and /or federal funds 

30 Foundation - an endowed organization which dispenses funds for designated 
philanthropic purposes (include charitable trusts and corporate foundations) 

31 Corporation I Business -a legal entity engaged in business or authorized to act 
with the rights and liabilities of a person 

32 Community Service Organization - an organization which provides social, cultural, 
educational, and/or other services to the citizens of a community or region 
and/or to its own members (e.g., communiry concert series, Red Cross, Chamber 
of Commerce, Y.M.C.A., United Fund, Salvation Army, Elks Club, Masons, 
Junior League) 

33 Correctional Institution· a prison, penitentiary, reformatory, etc. 
34 Health Care Facility - hospital, nursing home, clinic, etc. 
35 Religious Organization - church, synagogue, etc. 
36 Senior Citizens' Center - usually a multi-purpose center expressly for the use of 

elderly citizens (e.g., nuuition center) 
3 7 Parks and Recreation - usually a municipal agency which provides a wide variery 

of experiences for the population. In addition to administration of park facilities, 
services may include planned activities such as concerts, plays, and participatory 
activities (e.g., ceramics, macrrune, and other crafts). 

38 Government - Executive - the administrative branch of the government - federal, 
state, counry, or local 

39 Government -Judicial - judges and courts of law 
40 Government - Legislative (House) - the representative body of government 

(commonly the House of Representatives) creating statutes/ laws (include 
representatives and related others, such as legislative research personnel) 

41 Government - Legislative (Senate) - the other legislative body of government 
(commonly the Senate) creating statutes/ laws (include senators and related others, 
such as legislative research personnel) 

42 Media - Periodical - a periodical publication (include magazines, journals, 
newsletters, etc. ; do not include daily or weekly newspapers) 

43 Media · Daily Newspaper 
44 Media - Weekly Newspaper 
4 5 Media -Radio 
46 Media - T devision 
47 None of the above - use only to designate an entry which cannot be coded; to leave 

an entry unclassified, use "00" 

describes the constituent's primary ans discipline 

Note: It is understood that an agency can elect to use main discipline categories only 
(e.g. , Dance, Music, Theatre:) and not sub-categories (e.g .• mime, musical thcaue, puppet). 
AJso note that "Hwnanicies" is listed for use by agencies which scJVc both the ans and 
humanities. 

01 Dance - do not include mime; see ''Theatre," o4, for mime 
A balleE'• 
B ethnic I folk I jazz* 
C modern* 



*Optional 

02 Music 
A band* - do not include jazz or popular 
B chamber* 
C choral* 
D contemporary* - include experimental, electronic 
E ethnic I folk* 
F jazz* 
G popular* - include rock 
H solo I recital* 
I symphonic* 

03 Opera-do not include musical theatre; see ''Theatre," 04, for musical theatre 
04 Theatre 

A theatre-general* - include classical, contemporary, experimental 
B mime* 
C musical theatre* 
D puppet* 
E theatre for young audiences* 

05 Visual Arts 
A conceptual art* 
B graphics* 
C inter-media* 
D painting* 
E performance art* 
F sculpture* 

(Sec "Type of Anist," 20, p.158.) 
(Sec "Type of Ani.st," 03, p.157.) 
(See "Type of Artist," 22, p.158.) 
(See "Type of Ani.st," 04, p.157.) 
(See "Type of Artist," 21, p.158.) 

06 Architecture I Design - include fields of architecture; landscape architecture; urban 
design; city and regional planning; interior, industrial, fashion, and other 
recognized design professions(See "Type of Ani.st," 01, 02, p.157.) 

07 Cmfts - penaining to artists who work in one or more of the following media: 
paper, glass, leather, clay, metals, wood, fibers, or plastics (See "Type of Artist," 
09, 14, 16, 17, pp.157-158.) 

08 Photography 
09 Media Arts 

A film* 
B radio* 
C television* 
D video* (include holography) 

10 I.iteratun: - incfudc fiction, non-fiction, poetry, and playwriting 
11 Community Arts - serving and responding to the needs of a specific community 

and offering broad access to arts experiences as defined by that community; often 
community-initiated, directed, and supponed (e.g., performing or exhibiting 
groups resident in a community with primary audience the citizens of that 
community; projects emphasizing participation by and/ or teaching of non-artists) 

12 Folk Arts - penaining to oral, customary. material, and performance traditions 
informally learned and transmitted in contcxtS characteristic of ethnic, religious, 
linguistic, occupational and/or regional groups 

13 Humanities -penaining but not limited co the following fields: history, 
philosophy, languages, literature, linguistics, archaeology, jurisprudence, history 
and criticism of the ans, ethics, comparative religion, and those aspects of the 
social sciences employing historical or philosophical approaches. This last category 
includes cultural anthropology, sociology, political theory, international relations, 
and other subjects concerned with questions of value and not with quantitative 
matters. 

14 Multi-disciplinary- penaining to two or more ans and/or humanities disciplines 
15 Non-ans I Non-humanities - none of the above 
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"CONTENT" - describes what hnd of mail the: constituent should rc:cc:ivc:; sc:c: the: DISCIPLINE 
section of the: "TAR GET' code, pp. 116-117, for definitions. 

01 Dance· information about Dance: 
02 Music· information about Music 
03 Open • information about Opera 
04 Theatre · information about Theatre: 
O~ Visual Arts - information about VisuaJ Ans 
06 Alt:hitecnuc I Design · information about Architecture I Design 
07 Crafts • information about Crafts 
08 Photography • information about Photography 
09 Media Arts· information about Media Ans 
10 literanuc • information about literature 
11 Community Arts • information about Community Ans 
12 Folk Arts - information about Folk Arts 
13 Humanities - information about Humanities 
14 Mula-disciplinary - information about cwo or more ans and/or humanities 

disciplines 
15 Arts Advocacy I Service· information about Arts Advocacy I Service 
16 Arts Management • information about Ans Managc:menc 
17 Di.sabled I Handicapped- information about issues, programs, etc. in the: ans 

and I or humanities concerning disabled I handicapped persons 
18 Ethnic I Minority - information about issues, programs, c:tc. in the: ans and/or 

humanities concerning ethnic I minority persons 
19 Senior Citizens - information about issues, programs, etc. in the: ans and/or 

humanities concerning senior citizens 

20 Nc:wslcttc:r* 
21 Pre:~ Rc:lc:asc:s* 
22 Program Information• 
23 Board/ Council Material* 
24 Panc:I Material* 

etc. 

11.8 *Example; acrual items to be determined by each agency using the code 



Selections 
I. Select by One Code 

Sdection of cnuics according to a single National Standard "Mail Code." 
Examples: "Get any entries that arc marked ... 
... as nonprofit organizations (ST A TUS 02 • Organization · Nonprofit)." 
... as individual arcists (INSTiruTION 01 ·Individual· Anist)." 
.. . to receive the newsletter ("CONTENT' 20 ·Newsletter)." 

NECESSARY 

2. Select by a Combination of Codes NECESSARY 
Selection of entries according co a combination of National Standard "Mail Code" pans. including 
both "and" and "or" combinations. 

Examples: "Get any enuies that are marked ... 
. . . as nonprofit arcs centers (ST A TUS 02 ·Organization · Nonprofit, and INSTITUTION 15 ·Ans 

Center)." 
... as individual visual arcists and photographers (INSTITUTION 01 ·Individual· Artist and 

DISOPLINE 08 ·Photography, andDISCIPUNE 05 ·Visual Ans)." 
.. . as museums of any type (INSTITUTION 08 - Museum - An, or INSTI1VI10N 09 · Museum -

Other)." 

3. Select by "ZIP Code" 
Selection of entries according to "ZIP Code" or range of ZIP Codes. 

Examples: "Get any enuics which have ZIP Code ... 
. .. 20036 (an area of Washington, D.C.)." 
... between 20000 and 20099 (most of the Washington metropolitan area)." 

4. Select by "City" 
Selection of entries in a particular city. 
Examples: "Get any entries in .. . 
. . . San Francisco." 
... Memphis." 
. .. Poughkeepsie." 

5. Select by Two or More Fields 
Selection of entries by cwo or more fields. 
Examples: "Get any entries that are marked ... 

OPTIONAL 

OPTIONAL 

OPTIONAL 

. .. as nonprofit ans service organizations (STATUS 02 ·Organization - Nonprofit and FUNCTION 
03 - Arts Service I Advocacy) which have ZIP Code 10012 ('ZIP Code')." 

... as private elementary schools(STATUS 02 - Organization - Nonprofit and INSTITUTION 21 -
School - Elementary) in Kalamazoo ('City')." 

. .. as individual visual artists and craftspersons (INSTITUTION 01 - Individual - Anist and 
DISOPLINE 05 - Visual Ans andDISOPLINE 07 - Crafts) in Cambridge ('City') which have 
ZIP Code 02139 ('ZIP Code')." 
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Reports 
1. Adhesive labcb NECESSARY 

Fonnat: adhesive labels in any size and in any combination (single, three across the page, four across 
the page, on 8 1h" x 11" pages, continuoussuips, etc.) 

Example: 

Contact Person• 
Contact Person Tide• 
Name (organization or individual) 
Address I 
Address 2 
City State ZIP Code 

2. 4-Up Adhesive labels OPTIONAL 
Fonnat: four labels across the page, measuring 3'116" by W' each, centered in 3 ¥e" by l" boxes 
across the page 

Example: 

k 3.V." )j 
-i • + 

~" ( ) • . 33116" • + .-t. 
) ( ) . 

+ ~· ) ( ) . 
+ ~· 

• I- + 

: c-labc-1 --) ( ___ _ 

: 1-( ) + ( 

• I- + -------. ( ) ( 
• I- + ------- + • • 

3. 4-Up Cheshire labels OPTIONAL 
Format: four addrcs.ses across the page, each centered in 3 .Ya" by l" boxes across the page, spaced as 
for 2 above, buc printed on paper rather than on adhesive labels 

Note: Cheshire labels an: cue and glued to mailing pieces by equipment available at most commercial 
mail firms. Ans agencies should investigate the availability of such service in their arC2S, since both the printing 
stock and application to mail pieces is substantially less expensive than for adhesive labels. 

Example: 

• 1-- + +< t + -4 • 

• 33Ai"~ • • label l" • 
•I- + + ,1.. + -· • • 
· ~ + + + -1• 
• • 
• • 
• I- + + + -. 



4. List 
Format: see figure 1 

Fields: 

label 

1. Contact Person• 
2. Contact Person Title* 

Name (organization or individual) 
Address 1 
Address 2 
Ciry 
State 
ZIP Code 

3. Mail Code 
"TARGET': STATUS 

"CONTENT'' 

RJNCTION 
INSTITUTION 
DISCIPUNE 

Pomblc 
FiddSizc 

20 
20 
30 
20 
20 
16 
2 

10 

2 
2 
2 
3 

32 

OPTIONAL 

Note: One of the most significam powets of a computer or other dcaronic system is its ability co sort - that is to put 
entries into a panicular order. If possible, a system should have the ability co sort for printing by "Name 
(organization or individual)" and/or by "ZIP Code." 

Figure 1 
Note: In a computer or other electronic system, this report will be useful as an edit (i.e., a primed list of each entry 
which is used to confirm data accuracy and note necessary coatttions and additions). If such use is planned for this 
report, the system should allow adcq uace spacing between lines and entries for writing notes and changes. 

UST 
.Arts Agency•• 
00/ 00/00** 
Comact Person• 
City 

•Optional 

Title* Name (org. or indiv.) 
St:1te ZIP Code 

••It is assumed that each report will include the ans agency's name and date. 

Address 1 
Mail Code 

Address 2 

National 
Standard 
for Ans 
Information 
Exchange 

Mailin 
List g 
System 

121 



Inf~ Grants Management System 
Exchange 

Grants 
Management 

System 

122 

He Ids 
APPLICANT 

Type Pmsible 
label Required Need Field Size 

1. Applicant Constituent Necessary NIA 

ONE CONSTITIJENT FROM 1HE CONSTlruENT UST 
Name (organization or individual) 30 
Address 1 20 
Address 2 20 
City 16 
State 2 
ZIP Code 10 

2. Contact Person Text Necessary 20 
3. Contact Person Title Text Optional 20 
4. Telephone Numeric Optional 12 
5. Contact Person Home Telephone Numeric Optional 12 
6. Authorizing Official Text Optional 20 
7. County of Applicant Numeric or Text Optional 12 
8. Legislative District Optional 3 

of Applicant (House) Numeric or Text 
9. Legislative District Optional 3 

of Applicant {Senate) Numeric or Text 
10. Congressional District of Applicant Numeric Necessary 3 
11. Region of Applicant Numeric or Text Optional 3 
12. FEI or Social Security Number Numeric Optional 9 
13. Incorporation or Binh Date Date Optional 6 

Note: Further specification allowing an :igency to select particular typc:s of organizations or individuals will be 
available if the agency's grants management system is cross-referenced to the National Standard Mailing list System 
"Mail C.Ode." If a concurmu mailing list system is not available, a field labeled "Applicant Type" would be 
appropriate here. 

14. Previous Y car Income Numeric Optional 9 
15. Previous Year Expendirurcs Numeric Optional 9 
16. Current Year Income Numeric Optional 9 
17. Current Y car Expenditures Numeric Optional 9 
18. Next Year Income Numeric Optional 9 
19. Next Year Expenclitures Numeric Optional 9 



PROCESS 

Type pos_gblc 
label Requlled Need Field Size 

20. Application Number Numeric or Tcxc Optional 9 
21. Date Received Date Optional 6 
22. Date Logged In Date Optional 6 
23. Program Numeric or Text Optional 2 

Note: It is understood that most agencies have recommendation processes which precede grant awards. Information 
on such recommendations is appropriate here. Such fields, however, are not included in the National Standard 
because of the unique nature of each agency's recommendation process and minimal need for national compatibility. 

24. Grant Award 
25. Grant Award Date 
26. Notification Date 
27. Dace Contract Received 
28. Payee 

Numeric 
Date 
Date 
Date 
Constituent 

ONE CONSTITIJENT FROM THE CONSTITUENT UST 
Name (organization or individual) 
Address 1 
Address 2 
City 
Seate 
ZIP Code 

Necessary 6 
Opcional 6 
Optional 6 
Opcional 6 
Optional NIA 

30 
20 
20 
16 
2 

10 

Note: Grant payments are generally a function of an accounting syscem; however, inclusion of fields such as "Check 
Number," "Payment Dare," "Account Number," "Federal Share:," "Stace Share," c:cc., may be appropriate in a grants 
management system if a concurrent fiscal system is not available: co record such information. 

29. Date Rc:pon Due 
30. Date Repon Received 
31. Status 

Dace 
Date 
Numeric or Text 

Optional 
Optional 
Optional 

6 
6 

Note: It is understood that many agencies' grants arc: rc:-gramed by applicants. lt is appropriate to include 
information on such sub-grams here:. Normally the information would simply be a cros.Hc:fc:rc:nce to another sec of 
applications or a list of sub-grantees. 

PROJECT 

Label 

32. Project Title 

Type 
Requlled 

Text 

Need 

Opcional 

pos_gble 
Field Size 

40 

Note: Narrative: project descriptions arc: generally a function of a word processing system; however, inclusion of a 
field labeled "Project Description" may be appropriate in a grants managc:mc:m system if such information is 
essential and a concurrent word processing system is not available:. 

3 3. Project Director Constituent 

ONE CONSTITUENf FROM THE CONSTITUENf UST 
Name (organization or individual) 
Address 1 
Address 2 
Cicy 
Scace 
ZIP Code 

(continued) 
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National 34. Project Director Telephone Numeric Optional 12 
Standard 3 5. Project Director Title Text Optional 20 
for Ans 

Information 36. Stan: Date Date Optional 6 
Exchange 37. End Date Date Optional 6 

Grants 38. Discipline Numeric Necessary 3 
M:magement 39. Type of Activity Numeric Optional 2 

System 40. City Text Optional 16 
41. County Text Optional 12 
42. Legislative District (House) Numeric or Text Optional 3 
43. Legislative District (Senare) Numeric or Text Optional 3 
44. Congressional District Numeric Optional 2 

45. Region Numeric or Text Optional 3 
46. Personnel -Administrative Numeric Optional 6 
4 7. Personnel - Artistic Numeric Optional 6 
48. Personnel - Technical I Production Numeric Optional 6 
49. Outside Professional 

Services - Artistic Numeric Optional 6 
50. Outside Professional Services · Other Numeric Optional 6 
51. Space Rental Numeric Optional 6 
52. Travel Numeric Optional 6 
53. Marketing Numeric Optional 6 
54. Remaining Operating Expenses Numeric Optional 6 
55. Capital Expenditures -Acquisitions Numeric Optional 6 
56. Capital Expenditures -Other Numeric Optional 6 
57. Total Cash Expenses Numeric Optional 8 
58. In-kind Personnel· Administrative Numeric Optional 6 
59. In-kind Personnel· Anistic Numeric Optional 6 
60. In-kind Personnel· 

Technical I Production Numeric Optional 6 
61. In-kind Outside 

Professional Services - Anistic Numeric Optional 6 
62. In-kind Outside 

Professional Services -Other Numeric Optional 6 
63. In-kind Space Rental Numeric Optional 6 
64. In-kind Travel Numeric Optional 6 
65. In-kind Marketing Numeric Optional 6 
66. In-kind Remaining 

Operating Expenses Numeric Optional 6 
67. In-kind Capital 

Expenditures - Acquisitions Numeric Optional 6 
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68. ln-kindCapitaJ Expendicures-Other Numeric OptionaJ 6 National 
69. TotaJ In-kind Contributions Numeric OptionaJ 8 Standard 

for Ans 
70. Admis.sions Numeric OptionaJ 6 Information 
71. Contracted Services Revenue Numeric OptionaJ 6 Exchange 

72. Corporate: Contributions Numeric Optional 6 Grants 
73. Foundation Grants Numeric OptionaJ 6 Management 
74. Other Private: Contributions Numeric OptionaJ 6 System 

75. Government Grants - Fedc:raJ Numeric OptionaJ 6 
76. Govc:rnmc:nt Grants - 6 

State: I Regional Numeric Optional 
77. Govc:mmc:m Grants - Local Numeric Optional 6 
78. Other Revenue Numeric Optional 6 
79. Applicant Cash Numeric Optional 6 
80. TotaJ Applicant Cash Revenue: Numeric OptionaJ 8 
81 . Grant Amount Requested Numeric Necessary 6 
82. T otaJ Cash Revenue Numeric Optional 8 
83. Individuals to Benefit Numeric Optional 8 
84. Anists Panicipating Numeric OptionaJ 6 
85. Full-time Personnc:I Numeric OptionaJ 6 
86. Pan-time: Personnc:I Numeric Optional 6 
87. Volumc:c:rs Numeric Optional 6 
88. Provider of Services Constituent Optional NIA 

ONE CONSTITIJENT FROM THE CONSTITIJENT UST 
Name: (organization or individual) 30 
Address l 20 
Address 2 20 
City 16 
Stace 2 
ZIP Code 10 

(continued) 
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National REPORT 
Standard 
for Ans Type Possible Information 

Exchange label Requited Need Field Size 

Grants 89. Actual Personnel -Adminisuative Numeric Optional 6 
Management 90. Actual Personnel - Anistic Numeric Optional 6 

System 91. Actual Personnel -
Technical I Production Numeric Optional 6 

92. Actual Outside 
Professional Services - Artistic Numeric Optional 6 

9 3. Actual Outside 
Professional Services - Other Numeric Optional 6 

94. Actual Space Rental Numeric Optional 6 
95. Actual Travel Numeric Optional 6 
96. Actual Marketing Numeric Optional 6 
97. Actual Remaining 

Operating Expenses Numeric Optional 6 
98. Acrual Capital 

Expenditures -Acquisitions Numeric Optional 6 
99. Actual Capital 

Expenditures - Other Numeric Optional 6 
100. Actua1 Total Cash Expenses Numeric Necessary 8 
101. Actual In-kind 

Personnel - Adminisu:uive Numeric Optional 6 
102. Actual In-kind 

Personnel - Anistic Numeric Optional 6 
103. Actual In-kind Personnel -

Technical I Production Numeric Optional 6 
104. Actual In-kind Outside 

Professional Services -Artistic Numeric Optional 6 
105. Actual In-kind Outside 

Professional Services - Other Numeric Optional 6 
lo6. AcruaJ In-kind Space Rental Numeric Optional G 
107. Actual In-kind Travel Numeric Optional 6 
108. Actual In-kind Marketing Numeric Optional 6 
109. Actual In-kind Remaining 

Operating Expenses Numeric Optional 6 
110. Acrual In-kind Capital 

Expenditures - Acquisitions Numeric Optional 6 
111. Actual In-kind Capital 

Expendirurcs - Other Numeric Optional 6 
112. Actua1 Total In-kind Contributions Numeric Necessary 8 

113. Actual Admissions Numeric Optional 6 
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114. Actual Conuacted 
Services Revenue Numeric Optional 6 

115. Actual Corporate Contributions Numeric Optional 6 
116. Actual Foundation Grants Numeric Optional 6 
117. Actual Other Private 

Contributions Numeric Optional 6 
118. Aetual Government 

Grants - Federal Numeric Optional 6 
119. Actual Government 

Grants - State I Regional Numeric Optional 6 
120. Actual Government Grants-Local Numeric Optional 6 
121. Actual Other Revenue Numeric Optional 6 
122. Acrual Applicant Cash Numeric Optional 6 
123. Aetual Total Applicant 

Cash Revenue Numeric Necessary 8 
124. Grant Amount Spent Numeric Necessary 6 
125. Actual Total Cash Revenue Numeric Necessary 8 
126. Actual Individuals Benefiting Numeric Necessary 8 
127. Characteristics Text Optional* 6 
128. Actual Artists Participating Numeric Optional 6 
129. Characteristics Text Optional* 6 
130. Actual Full-time: Personnel Numeric Optional 6 
131. Acrual Part-time Personnel Numeric Optional 6 
132. Actual Volunteers Numeric Opcional 6 

Definitions 
AP PU CANT 
1. Applica.nt 

Include one Const1iuent as defined in the Constituent List. 

2. Comaa Pei:son 
The person to contact for additional information about the application. 

3. Contaa Pei:son Title 
The official title of "Contact Person." 

4. Tdephone 
The office telephone number of" Applicant" or "Contact Person." 

5. Contaa Pei:son Home Tdephonc 
The home telephone number of "Contact Person." 

6. Authorizing Official 
Name of person with authority to legally obligate "Applicant." 

7. County of Applica.nt 
County or parish of the office immediately responsible for the application. In most cases, this would 
be the county in which "Applicant's" business address is located. 

(conlin11ed) 

*pending National Endowment for the Ans review of Title VI legislation 
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8. Legislative District of Applicant (House) 
District of state legislative representative body (commonly rhe scare House of Representatives) in which 
"Applicant's" business address is located . 

9. Legislative District of Applicant (Senate) 
District of other state legislative body (commonly the state Senate) in which "Applicant's" business 
address is located. 

10. Congressional District of Applicant 
District of the United Stares House of Representatives in which "Applicant's'' business address is located. 

11 . Region of Applicant 
Sub-state region of "Applicant's" business address. 

12. FEI or Social Security Nwnber 
Federal Employer ldencification Number if "Applicant" is an organization; Social Security Number if 
"Applicant" is an individual. 

13. Incorporation or Birth Date 
Incorporation date if "Applicant" is an organizacion; binh date if"Applicanc" is an individual . 

14. Previous Year Income 
Total income or receipts of "Applicant" (organization) during "Applicant's" previous fiscal year. 

15 . Previous Year Expenditures 
Total expenditures or disbursements of "Applicant" (organization) during "Applicant's" previous 
fiscal year. 

16. Current Year Income 
Total income or receipts of "Applicant" (organization) during "Applic:tnt's" current fiscal year. 

17. Current Year Expenditures 
Tora! expenditures or disbursements of "Applicant" (organization) during "Applicant's" current 
fiscal year. 

18. Next Year Income 
Estimated total income or receipts of "Applicant" (organization) during "Applicant's" next fiscal year. 

19. Next Year Expenditures 
Estimated total expenditures or disbursement.S of" Applicant" (organization) during "Applicant's" 
next fiscal year. 

Note: Addiuonal fidds sulh as ''Treasurer," "Board President ," etc .• arc primarily documc:mary and are not 
appropriate p1m:s of informacion in the National Standard because of the unique nature: of c:ach agency's 
requirements and minimal nec:d for national compaubility of such information. 

PROCESS 

20. Application Number 
An indicator assigned to the application and used in reference to it on other documents. 

21 . Date Received 
Date application is received in agency office. 

2 2. Date Logged In 
Date which marks the first formal involvement of che agency in the application process (i.e .• 
application is acknowledged, copies are sent to appropriate people. the application is filed, ecc.). 
Often the same as "Date Reteived." 

23. Program 
A numera. or text code describing the program of the agency undc:r which the applicam is 
request ing support (e.g .. P • Performing Arts, V "' Visual Arts, M "" Mini-Gram) as defined 
by agency. Program should be the same as that stated in the program guidelines and/or 
announcements if appropriate. 



24. Grant A ward 
Dollar amounc of grant awarded. If the: application was not funded, enter 0. A blank field 
indicacc:s chac a decision has not been made:. 

Note: Agencies involved in non·monetaty or unconvenuonaJ grant programs may establish a basis upon which 
their programs can be vaJued. In many cases, such a basis can be a dollar amount equivalent to service provided. 
In such cases, use of"Grant Award" should be consistem and its unusual nature understood. 

25. Grant Award Date 
Date on which "Grant Award" is formally made. 

26. Notification Date 
Date on which "Applicant" is formally informed of the: grant decision. Usually the: date of grant 
award or rejection letter. 

27. Date Contract Received 
Date: on which required documents arc: received from "Applicant." In some: cases, these will be: 
acceptance: letters or lc:tters of agreement rather than formal contracts. 

28. Payee 
Include: Constituent List entry if diffc:rc:nt from "Applicant." 

Include one Constituent as defined in the Constituent List. 

29. Date Repon Due 
Dace: on which final rc:pon of "Applicant's" project is due. 

30. Date Repon Received 
Date on which final repon of"Applicant's" project is received in agency office. 

3 t. Status 
A descriptor summarizing the: starus of an application in the agency's grant process (e.g., W • 
Withdrawn, I .. Ineligible:). 

Note: It is understood that most agencies have a series of steps through which all applications pass for research. 
review. recommendation I rejection, fundmg, reporting, etc., and that che status of an application at any given 
time depends on where: it is in this process. A code IS not developed in the: National Standard because: of the: 
unique: nature: of each agency's grant process and minimal need for national comp:uibility of such information. 

PROJECT 

32. Project Tide 
A shon descriptive: title: of the project for which "Applicant" is requesting assistance:. If no formal 
title: exists or if the title: is not descriptive, a shon phrase describing the: activicic:s of the project should 
be substituted. 

3 3. Project Director 
The person with immediate rc:sponsibilicy for the project, if different from "Contact Person." 
Include Constituent List c:ntcy if home address is desired; otherwise name only. 

Include one Const1iuent as defined in the Constituent List. 

34. Project Director Telephone 
T c:lephonc: number of "Project Director" if different from "T dephone." 

3 5. Project Director Title 
The official tide: of"Project Director." 

36. Start Date 
The: fust date of activity in the: project for which assistance is requested. 

37. End Date 
The last date of activity in the: project for which assistance is requested. 

(continued) 
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38. Discipline 
The ans discipline in which project activities arc involved . The following code will be used: 
(see pp.116-117 for definitions) 

Note: It is understood that an agency can elect to we main discipline c:uegocics only (e.g., Dance, Music, 
Thcaue)and notsub·categorics(e.g., mime, musical theatre, puppet). Also note that "Humanities" is listed for 
use: by agencies which serve both the arts and humanities. 

01 Dance 
A ballet* 
B ethnic I folk I jazz* 
C modern* 

02 Music 
A band* (do not include jazz or popular) 
B chamber* 
C choral• 
D contemporary• (include cxpc:rirnental, 

electronic) 
E ethnic I folk* 
F jazz* 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A theatre · general* (include classical, 
contemporary, experimental) 

B mime* 
C musical theatre• 
D puppet* 
E theatre for young audiences• 

39. Type of Activity 

05 Visual Ans 
A conceptual an• 
B graphics* 
C inter-media• 
D painting• 
E performance an* 
F sculpture* 

06 An:hitcctwc I Design 
07 Crafts 
08 Photography 
09 Media Ans 

A film* 
B radio* 
C television* 
D video* (include holography) 

10 Litcracwe 
11 Community Ans 
12 Folk Ans 
13 Humanities 
14 Multi-disciplinary 
15 Non-ans I Non-humanities 

The type of activicy which best describes the ptoject activities. The following code will be used: 

01 acquisition· see Field 55 
02 audience u:a.nsponation - e.g., busing senior citizens to a performance 
03 award I fellowship · to individuals 
04 commission - e.g. , "commissioning a work of music" 
05 concert I performance - include film, video, and literary presentations 
06 exhibition 
07 facility design, construction, maintenance 
08 fair I festival - a seasonal program of aru events 
09 identification I documentation · e.g. , for archival or educational purposes 
10 institution I organization establishment - for creation or development of a new 

institution I organization 
11 insticution I organization support • general operational support 
12 insuuction I~/ lecture · include lc:cture-demonstrations and workshops 
13 marketing · sc:e Field 53 
14 professional suppon • adnUnisuativc ·see Field 46 
15 prof~ional suppon • artistic - sec Field 47 
16 publication I recording I film - to create a work of an (e.g., a book, a record, a film) 
17 instructional publiCltion - e.g., manuals, textbooks, how-to's 
18 repair I rcstor:.uion I conservation 
19 rcscarch I pbnning 
20 school residency • artists in residence in an educational institution 
21 other residency - artists in residence in other than educational institutions 
22 seminar I conference 
23 touring - include support of touring groups or exhibitions, not of sponsors 
24 other 

•Optional 



40. City 
Post office address of community in which the majority of project activities will take place. 

41. County 
The county or parish in which the majority of project activities will take place. 

42. Legislative District {House) 
Disuict of state legislative body (commonly the state House of Representatives) in which the majority 
of project activities will take place. 

43. Legislative District (Senate) 
District of other state legislative body (commonly the state Senate) in which the majority of project 
activities will take place. 

44. Con~onal District 
Disuict of the United States House of Representatives in which the majority of project activities will 
take place. 

45. Region 
Sub-state region in which the majority of project activities will take place. 

46. Pets0nncl - Administrative 
Payments for salaries, wages, fees, and benefits specifically identified with the project, for executive 
and supervisoty adminiscrativc staff, program directors, managing directors, business managers, press 
agents, fund raisers; clerical staff such as secretaries, typists, bookkeepers; and supportive personnel 
such as mainccnance and security staff, ushers and other front-of-the-house and box office personnel. 

4 7. Pets0nncl - Artistic 
Payments for salaries, wages, fees, and benefits specifically identified with the project, for artistic 
directors, directors, conductors, curators, dance masters, composers, choreographers, designers, video 
artists, filmmakers, painters, poets, authors, sculptors, graphic anises, actors, dancers, singers, 
musicians, teachers, insuuctors, puppeteers, etc. 

48. Pets0nncl - Technical I Production 
Payments for salaries, wagc:S, fees, and benefits specifically identified with the project, for technical 
management and staff, such as technical directors; wardrobe, lighting and sound crew; stage 
managers, stagehands; video and film technicians, etc. 

49. Outside Professional Services - Artistic 
Payments to fmns or persons for the services of individuals who arc not normally considered employees 
of "Applicant," but consultants or the employees of other organizations, whose services arc specifically 
identified with the project. Include artistic directors, directors, conductors, curators, dance masters, 
composers, choreographers, designers, video anises, filmmakers, painters, poets, authors, sculptors, 
graphic artists, actors, dancers, singers, musicians, teachers, insuuctors, etc. serving in non-employee I 
non-staff capacities. 

50. Outside Professional Services - Omer 
Payments to fmns or persons for non-artistic services of individuals who arc not normally considered 
employees of "Applicant," but consultants or the employees of other organizations, whose services 
arc specifically identified with the project. 

51. Space Rcnra.l 
Payments specifically identified with the project for rental of office, rehearsal, thcauc, hall, gallcty, 
and other such spaces. 

52. Travel 
All coses for travel directly related to the travel of an individual or individuals from "Applicant" 
(organization) and specifically identified with the project. For transportation not connected with the 
travel of personnel, sec "Remaining Operating Expenses," Field 54. Include fares, hotel, and other 
lodging expenses, food, raxis, gratuities, per diem payments, toll charges, mileage, allowances on 
personal vehicles, car rental costs, etc. 

53. Marketing 
All coscs for marketing I publicity I promotion specifically identified with the project. Do not include 
payments to individuals or firms which belong under "Personnel," Fields 46-48, or "Outside 
Professional Services," Fields 49-50. Include coses of newspaper, radio, and television advertising, 
printing and mailing of brochures, flyers, and posters, and food, drink, and space rental when directly 
connected to fund-raising or promotion. 

(continued) 
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54. Remaining Operating Expenses 
All expenses not entered in other categories and specifically identified with the project. Include 
scripts and scores, lumber and nails, decuicicy, telephone and telegraph, storage, postage, interest 
charges, photographic supplies, publication purchases, sets and props, food consumed on premises, 
equipment rental, insurance fees, non-structural renovations or improvements, trucking, shipping, 
and hauling expenses not entered under "Travel," Field 52. 

5 5. Capital Expenditures - Acquisitions 
Expenses for additions to a collection, such as works of art, artifacts, plants, animals or historic 
documents, the purchase of which is specifically idencified with the project. 

56. Capital F.xpettditutt.s- Other 
Expenses for purchase of buildings or real estate, renovations or improvemems involving structuraJ 
change, payments for roads, driveways, or parking lots, permanent and generaJly irrunobile 
equipment such as grid systems or cemraJ air conditioning, etc., which are specifically identified 
with the project. 

5 7. Total Cash Expenses 
The total of Fields 46-56 above. 

58. In-kind Personnel -Admin.i.suative 
Salaries, wages, fees, and benefits for administrative personnel (see Field 46 for definition) specifically 
identified with the project which are defrayed by in-kind contributions. 

59. In-kind Personnel-Anistic 
Salaries, wages, fees, and benefits for artistic personnel (see Field 47 for definition) specifically 
identified with the project which are defrayed by in-kind contributions. 

60. In-kind Peisonnel ·Technical I Production 
Salaries, wages, fees, and benefits for technical I production personnc:I (see Field 48 for definition) 
specifically identified with the project which are defrayed by in-kind contributions. 

61 . In-kind Outside Prof~onal Services - Artistic 
Expenses for artistic outside professional services (see Field 49 for definition) specifically identified 
with the project which are defrayed by in-kind conuibutions. 

62. In-kind Outside Professional Services - Other 
Expenses for other outside professional services (see Field 50 for definition) specifically identified 
with the project which are defrayed by in-kind contributions. 

63. In-kind Space Rental 
Expenses for space rental (see Field 51 for definition) specifically identified with the project which 
are defrayed by in-kind contributions. 

64. In-kind Travel 
Expenses for travel (see Field 52 for definition) specifically identified with the project which are 
defrayed by in-kind contributions. 

65. In-kind Marketing 
Expenses for marketing (see Field 53 for definition) specifically identified with the projea which 
are defrayed by in-kind contributions. 

66. In-kind Remaining Operating Expenses 
Expenses for remaining operating expenses (sec Field 54 for definition) specifically identified with the 
project which are defrayed by in-kind contributions. 

67. In-kind Capital Expendirurcs - Acquisitions 
Expenses for acquisitions (see Field 55 for definition) specifically identified with the project which 
are defrayed by in-kind conuibutions. 

68. In-kind Capital Expenditures - Other 
Other capital expenditures (see Field S6 for definition) specifically identified with the project 
which are defrayed by in-kind contributions. 



69. Total In-kind Contributions 
The total of Fields 58-68 above. 

70. Admissions 
Revenue derived from the sale of admissions, cickets, subscriptions, memberships, etc., for events 
of the project. 

71 . Contracted Services Revenue 
Revenue derived from fees earned through sale of services (other than this grant request). Include 
sale of workshops, etc. to other community organizations, governmenc contracts for specific services, 
performance or residency fees, tuition, etc. 

72. Corporate Contributions 
Revenue derived from contributions given for this project (other than this grant request) by busines.ses 
and corporations, or a proponionate share of such contributions allocated to this project. 

73. Foundation Grants 
Revenue derived from grants given for this project (other than this grant request} by priv;ite 
foundations, or a proponionate share of such grants allocated to this project. 

74. Other Private Contributions 
Revenue derived from cash donations given for this project or a proponionate share of general 
donacions allocated to this project. Do not include corporate, foundation, or government 
contributions and grants. 

75. Government Grants - Federal 
Revenue derived from grants given for this project (other than this gram request) by agencies of the 
federal government, or a proponionate share of such grants allocated to this project. 

76. Government Grants - State I Regional 
Revenue derived from grants given for this project (other than this grant request} by agencies of the 
state goverrunent and/or multi-state consoniurns of state agencies, or a proponionate share of such 
grants allocated to this project. 

77. Government Grants - Local 
Revenue derived from grants given for this project (other than this grant request} by city, county, 
in-state regional, and other local government agencies, or a proponionate share of such grants 
allocated to this project. 

78. Other Revenue 
Revenue derived from sources other than those listed above. Include catalog sales, advenising space 
in programs, gift shop income, concessions, parking, etc. 

79. Applicant Cash 
Funds from "Applicant's" accumulated resources that "Applicant" has budgeted or reasonably 
ancicipates needing before the project cakes place. For final reponing purposes, if less is required by 
the project, "Applicam" should repon only the amount required. 

80. Total Applicant Cash Revenue 
The total of Fields 70·79 above. 

81. Grant Amount Requested 
Amoum requested in suppon of this project. 

82. Total Cash Revenue 
The total of Fields 80·81 above. 

8 3. Individuals to Benefit 
The total audience, panicipants, students, etc., (excluding employees and/or paid performers) that 
are anticipated to benefit directly from this project. 

84. Artists Participating 
The total number of artists directly involved in providing anistic services specifically identified with 
the project. 

85. Full-time Personnel 
The total number of persons employed 35 or more hours per week on work which is specifically 
identified with the project. 

(continued) 

National 
Standard 
for Ans 
Information 
Exchange: 

Grants 
Management 
System 

133 



National 
Standard 

for .Ans 
lnfonnacion 

Exchange 

Grants 
Management 

System 

134 

86. Pan-time Personnel 
The total number of persons employed Jess than 3 5 hours per week on work which is specifically 
identified with the project. 

87. Volunteers 
The total nwnber of volunteers whose services are specifically identified with the project. 

88. Provider of Services 
The constiruem providing the artistic or other service(s) for which "Applicant" is requesting assistance. 
Include artist, performing group. exhibit-producing organization, consultant, or other contracted 
specialise. 

Include one Constituent as defined in the Constituent List. 

REPORT 

89 -123. "Actual" Financial lnfoanation 
Actual amounts for expenses and revenue as defined for Fields 46-80. 

124. Grant Amount Spent 
Actual grant amount spent on the project. 

125.Acrual Total Cash Revenue 
The total offields 123 and 124 above. 

126.Actual Individuals Benefiting 
Actual number of individuals beneficing as defined in Field 83. 

127. C~eristics 
Descriptors designed to enable an agency to identify "Acrual Individuals Beneficing," Field 126, 
according to those persons' characteristics. The following code wiJI be used: 

Note: Unlike other National Standard codes. several of these: code categories may apply in any given case. 
Therefore, all applicable codes should be selected (e.g., a Native American audience of deaf eleventh graders 
would be coded "NYD"). Any categories needed by an agency but not available here (e.g. , French American, 
rural , preschool, summer resident) can be added, but it muse be understood that these categories would be 
used in add11ton Jo and noJ insJead of the National Standard (e.g., a French American audience would be 
coded as such in addition to "W - White, not Hispanic"). 

N American Indian I Alaskan Native* 
A Asian I Pacific Islander* 
B Black, not Hispanic* 
H Hispanic* 
W White, not Hispanic* 

G general 

C child 
Y secondary school student 

U coJJege I university srudent 
S senior citizen 

E emotionally and meinalfy disabled 
P physicalfy disabled 
D hearing impaired 
Q visually impaired 

I institutionalized 
V veteran 
F woman 

*From Directive: No. 1~ which supersedes section 7 (h) and Exhibic F ofOMB Circular No. A-46 dated May 3. 1971 and as 
revised May )2, 1977: 
'The basic racial and ethnic c:11c:gorics for Federal sutistics and program administrative rcponing are defined 2S follows: 
a. American Indian or Alasbn Native. A person having origins in any of the original peoples ofNonh America, and who 

maintaim culrural identification chrough uibal affiliation or community recognition. 
b. Asian or Pacific Islander. A pmon having origins in any of lhc: original peoples of !he: Far East, Southeast Asia. lhc: Indian 

sulxontinc:m, or the: Pacific Islands. This area includes, fo r example:, China, India.Japan, Korea, the: Philippine Islands, 
and Samoa. 

c. Bbck. A pclSOn having origins in any of the: bl:u:k racial groups of Africa. 
d. ltilpanic. A pason of Mexican, Puerto Rican , Cuban, Cc:nual or South American orolhc:r Spanish culture or 

origin, rcgardlm of race:. 
c:. White. A person having origins in any of the: original peoples of Europe, Nonh Mrica,or the: Middle: East. 

"If a combined format is used co collc:ct racial and ethnic data, the: minimum am:publc categories are: American Indian or 
Al2Skan Native:; Asian or Pacific Islander; Bladt, not of Hispanic origin; Hispanic; White, not of Hispanic origin. 
'The: category which most closely rcflc:crs the: individual's recognition in his community should be uscd for purposes of reporting 
on persons who arc of mixed racial and/or ethnic origins." 



128. Actual Artists Participating 
Actual number of artists participating in the project as defined in Field 84. 

129. Characteristics 
Descriptors designed to enable an agency to identify "Actual Anists Participating," Field 128, 
according to those persons' characteristics. See Field 127 for code. 

130. Actual Full-time Pets0nnel 
Actual number of full-time personnel participating in the project as defined in Field 85. 

131. Actual Pan-time Pets0nncl 
Actual number of pan-time personnel participating in the project as defined in Field 86. 

132. Actual Volunteers 
Actual number of volunteers participating in the project as defined in Field 87. 

Selections 
1. Select by "Applicant" NECESSARY 

Selection of grant applications according to "Name (organization or individual)" of "Applicant." 

Examples: "Get any applications from ... 
... the Metropolitan Opera." 
... the Sarasota Senior Citizens Guild." 
... Southwest Ans Council. " 

2. Select by "Congressional District of Applicant'' NECESSARY 
Selection of grant applications according to "Congressional District of Applicant." 

Examples: "Get any applications from .. . 
.. . Congressional District 1." 
... the third Congressional District of Louisiana. 

3. Select by ''Discipline" NECESSARY 
Selection of grant applications according to "Discipline." 

Examples: "Get any applications for funding in ... 
.. . music ('Discipline' 02).'' 
... visual ans ('Discipline' 05)." 
... community ans ('Discipline' 11 ). " 

4. Select by "City" NECESSARY 
Selection of grant applications according to "City." 

Examples: "Get any applications from ... 
... Honolulu.'' 
... Montpelier." 
.. . El Paso." 

5. Select by "Grant Award" NECESSARY 
Selection of grant applications according to "Grant Award." 

Examples: "Get any applications for which ... 
.. .'Grant Award' is less than 1,000." 
.. .'Grant Award' is zero (all grant applications which were not funded)." 
.. .'Grant Award' is between $1,000 and $5,000." 
... a decision has not been made ('Grant Award' is left blank)." 

(con1im1e1i) 
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6. Select by Two or Three Necessaiy Fielm 
Selection of grant applications according to any two or three of these fields: 
"Applicant" 
"Congressional District of Applicant" 
"Discipline" 
"City" 
"Grant Award" 

Examples: "Gee any applications ... 
. .. for dance ('Discipline' 01) in Fort Lauderdale ('City')." 

NECESSARY 

... for theatre ('Discipline' 04) in the First Congressional District ('Congressional District of Applicant')." 

... from the Madison An Cencer ('Applicant') for projects in media ans ('Discipline' 09)." 

... from the portion of New York City ('City') that is in the Third Congressional District ('Congressiona.I 
District of Applicant')." 

... awarded more than $2,000 ('Grant Award') for media arts ('Discipline' 09) in Congressional 
District 2 ('Congressional District of Applicant')." 

7. Select by "Cbar.acteristiG" OPTIONAL* 
Selection of grant applications according co "Characteristics" of" Actual Individuals Benefiting" or 
"Actual Anises Panicipating." 

mmples: "Get any applications ... 
.. . benefiting children ('Characteristics' C)." 
.. .including senior citizens in its audience ('Characteristics' S)." 
... with Native American artists participating ('Characteristics' N)." 

8. Select by "County of Applicant" 
Selection of grant applications according to "County of Applicant." 

Examples: "Get any applications from ... 
. . . Dutche~ County." 
... Fairfax County." 
... Winona County." 

9. Select by ''Region of Applicant" 
Selection of grant applications according to "Region of Applicant." 

.Examples: "Get any applications from ... 
. . . Region IV." 
... Region A." 
... the Arrowhead Region." 

10. Select by Legislative District of Applicant (House) 
Select by Legislative District of Applicant (Senate) 
Selection of grant applications according to state legislative house or senate districts. 

Eumples: "Get any applications from .. . 
. .. state House district 32." 
... state Senate district 12A." 

11. Select by "Application Number" 

OPTIONAL 

OPTIONAL 

OPTIONAL 
OPTIONAL 

OPTIONAL 
Selection of grant applications according to "Application Number." Normally one application is 
associated with each application number, so the selection process would get only one application 
from stored information. 

Enmpfcs: "Get 
... application #103-79." 
.. . application 334." 
... any applications with the number 89." 

•pending National Endowmem for the Ans review of Title VI lcgislacion 



12. Select by "Program" 
Selection of grant applications according to an agency-defined "Program" code. 

Examples: "Get any applications in the ... 
... Sponsorship Program (e.g .. 'Program' S).'' 
... Evenhan Memorial Concen Series (e.g .. 'Program' EMQ." 
... Small Grants Program (e.g., 'Program' 4)." 
. .. Museums Program (e.g., 'Program' M)." 

13. Select by ''Date Report Due" 
Selection of grant applications according to "Date Repon Due." 

Examples: "Gee any applications for which che repon is due ... 
... November 3. 1981. 
.. . 1131/82." 
... today." 
.. . previous to today ( che report is late if it has not been received)." 

14. Select by ''Date Report Received" 
Selection of grant applications according to "Date Repon Received." 
Examples: "Get any applications for which the repon ... 
.. . was received before August 13, 1981." 
.. . has not yet been received." 

15 . Select by "Starns" 
Selection of grant applications according to an agency-defined "Stacus" code. 
Examples: "Get any applications that are ... 
... wichdrawn (e.g., 'Stanis' W)." 
... ineligible (e.g., 'Stacus' l)." 
... waiting for a panel decision (e.g., 'Status' STEP 3)." 
... being processed successfully with no problems (e.g., 'Status' is left blank)." 

OPTIONAL 

OPTIONAL 

OPTIONAL 

OPTIONAL 

16. Select by "Start Date" OPTIONAL 
Select by "End Date" OPTIONAL 
Selection of grant applications according to che "Stan Date" and "End Date" of che project. 
Examples: "Get any applications that ... 
... scan after August 30, 1981." 
.. . are going on during May, 1982, when che governor will be visiting." 
.. . have been completed by today." 
... will have been completed by November 10, 1981." 

17. Select by "Type of Activity" 
Select.ion of grant applications according co 'Type of .Activity." 
Examples: "Get any applications that arc for the funding of ... 
. .. a school residency ('Type of .Activity' 20)." 
... a fellowship ('Type of .Activity' 03)." 
.. . an exhibit or exhibitions ('Type of .Activity' 06)." 

18. Select by "Provider of Services" 
Selection of grant applications according to the name of "Provider of Services." 
Examples: "Get any applications that include ... 
. . . the Metropolitan Museum of .An as the 'Provider of Services.' " 
... Texas Opera as the 'Provider of Services.'" 

OPTIONAL 

OPTIONAL 

19. Select by Two or More Fields OPTIONAL 
Select.ion of grant applications according co two or more fields. 
Examples: "Get any applications ... 
.. . for a school residency ('Type of Activity' 20) in Wilmington ('City')." 
.. . that were withdrawn (e.g., 'Scarus' W) from the Individual Artists' Program (e.g., 'Program' IA) . 
. . . for music ('Discipline' 02) in district 32A ('Legislative District of Applicant • House')." 
... starting in May ('Stan Date') in Rock County ('County')." 
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Reports 
I. Adhesive Labels NECESSARY 

Fonnat: adhesive labcJs in any size and in any combination (single, three across the page, four across 
the page, on 8 1h " x 11" pages, continuous strips, etc.) 

&ample: 

Contacc Person 
Contact Person Title:• 
Applicant Name: (organization or individual) 
Address l 
Address 2 
City State: ZIP Code: 

2. Application Report One NECESSARY 
A rcpon of grants management information for general use within agencies. 
Fonnat: sec Figure 2 
Fidds: 

label 

20. Application Number* 
I . Applicant 

Name (organization or individual) 
City 
State 

7. C.ounty of Applicant"' 
11. Region of Applicant"' 
8. Legislative Disuict of Applicant (House)* 
9. Legislative Disuict of Applicant (Senate)* 

38. Discipline 
39. Type of Activity* 
81 . Grant Amount Requested 
24 . GrantAward 

126. Actual Individuals Benefiting 
128. Actual Anises Participating* 

3. Application Report Two 
A repon of grants managcmem information for use on a national basis. 

Fonnat: sec Figure 3 
Fields: 

•optional 

label 

20. Application Number* 
1. Applican( 

Name (organization or individual) 
City 
State 

10. C.ongrcssional Disuict of Applicant 
38. Discipline 
39. Type of Activity* 
81. Grant Amount Requested 
24. Grant Award 

126. Actual Individuals Beneficing 
128. Actual Artists Participating* 

Possible 
Field Size 

9 
NIA 

30 
16 

2 
12 
3 
3 
3 
3 
2 
6 
6 
8 
6 

NECESSARY 

Possible 
Field Size 

9 
NIA 

30 
16 
2 
2 
3 
2 
6 
6 
8 
6 



4. Project Budget Repon 
Format: sec Figure 4 
Fields: 

Label 

20. Application Number* 
1. Applicaiu 

Name (organization or individual) 
City 
State 

38. Discipline 
39. Type of Activity* 
81. Grant Amount Requested 
24. Grant Award 

100, Actual Total Cash Expenses 
112. Actual Total In-kind Concributioos 
123. Actual Total Applicant Cash Revenue 
124. Grant Amount Spene 
125. Actual Total Cash Revenue 

Figure 2 

Application Repon One 
Ans Agency** 
00/00/00** 

NECESSARY 

Possible 
Field Size 

9 
NIA 

30 
16 
2 
3 
2 
6 
6 
8 
8 
8 
6 
8 

Number•• Name 
City 

Coumy• House:• Disc. Request Award lndiv. Anises• 
State Region• Senate• T ypc• 

--- --- --- ---

--- ------ ---- --- -- --- --- --- ---

--- --- --- ---

---- ------ --- --- --- ----- -- ---

--- ------ --- --- --- --- --- --- ---

--- ------ --- -- -- --- --- --- ---
TOTAL --- --- --- ---

(conhnuetl) 

•Optional 
•• It is assumed that each report will include the art agency's name and the date. 
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Figure 3 

Application Report Two 
Arts Agency* 
00/00/00* 

Number•• Name Disuict Disc. Request Award lndiv. .Artists** 
City 

TOTAL 

Figure 4 

Project Budget Report 
Arts Agency* 
00/00/00* 
Number.. Name 

St:ate Type** 

Disc. Request Expenses 
City State Type** Award 

TOTAL 

In-kind Revenue 
Conuib. 

*It is ~med that each rc:pon will include the ans agency's name and the date. 
**Optional 

Grant Total 
Spent Revenue 



Arts Resource 
Directory Systems 
Exhibitions, Shows, and Festivals 
Fields 

Label 

1. Name of Show 

Type 
Required 

Text 

Need 

Optional 

Possible 
FiddSize 

Note: It is understood that to insure a resource directory's m2Ximum dfcctivcn~ an agency may requin 
information in every occurrence of ccnain fields (such as "Name of Show," "Presenting Organization," and "Contact 
Person"). However, bcc2use resource directories arc themselves optional- that is, they contain information which 
Sl2te and regional ans agencies may provide according to their needs but arc not required to provide-these 
fields arc Optional according to the National Standard. 

2. Presenting Organization Constituent Optional NIA 

ONE CONSTI11JENT FROM TIIE CONSTl1UENT llSf 
Name (organization or individual) 30 
Address 1 20 
Address 2 20 
City 16 
State 2 
ZIP Code 10 

3. Nonprofit Starns Yes or No Optional 
4. Contact Person Text Optional 20 
5. Contaet Person Telephone Numerk Optional 12 
6. Time Numeric Optional 10 
7. SwtDate Date Optional 6 
8. End Date Date Optional 6 
9. Deadline for Entry Date Optional 6 

10. Type of Space Numeric Optional 1 
11. Location Text Optional 1 
12. City Text Optional 16 
13. County Numeric or Text Optional 12 
14. Region Numeric or Text Optional 3 
15. State Text Optional 2 
16. Discipline Numeric Optional 3 
17. Eligibility Numeric Optional 1 
18. Entry Fee Numeric Optional 6 
19. Projected Number of Enuies Numerk Optional 6 
20. Previous Number of Enuies Numeric Optional 6 
21. Prizes Numeric Optional 1 
22. Commission Numeric Optional 3 
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Definitions 
I. Name of Show 

The popular name or title of an exhibition I show I festival. 

2. Presenting Organization 
The name and addr~ of the individual, organization, business, etc., presenting the exhibition I 
show I f cstival. 

Include one Constituent as rlefinerl in the Comltiuent list. 

3. Nonprofit Stanis 
Docs "Presenting Organization" have nonprofit status (i.e., no part of the income or assctS inure to 
the benefit of any director, officer, or employee except as salary or reasonable compensation for 
services and travel expenses)? Yes or No. 

4. Contact Person 
The person to contact for additional information about exhibition I show I fes tival. 

5. Contact Person T dephone 
The daytime telephone numbcrof"Contact Person." 

6.Time 
Time of exhibition I show I festival (e.g., 10:30 - 5 :00). 

7.SwtDate 
The first date of exhibition I show I festival. 

8. End Date 
The last date of exhibition I show I f cstival. 

9. Deadline for Entry 
The last date on which artists, perfonning groups, exhibitors, etc., can enter exhibition I show I 
festival. 

10. Type of Space 
The type of space available for exhibition I show I festival. The following code will be used: 
1 auditorium 
2 gallery 
3 outdoor 
4 outdoor-covered 
5 other space 
6 combination 

11.loation 
Name of the building or site of exhibition I show I festival. 

12.City 
Post office address of "Location." 

13.County 
County or parish of"Location." 

14.Region 
Sub-state region of"Location." 

15.State 
State of"Location." 



16. Discipline 
The primary ans discipline represented in exhibition I show I festival . The following code will be used: 
(see pp.116·117 for definitions) 

Note: It is understood that an agency can elect to usc main discipline categories only (e.g., Dance, Music, Theatre} 
and not sub-c:uegorics(e.g., mime, musical thcaue, puppet). Also note that "Humanities" is listed for usc by 
agencies which serve both the ans and humanities. 

01 Dance 
A baJlet* 
B ethnic I folk I jazz* 
C modern* 

02 Music 
A band* (do not include jazz or popular) 
B chamber* 
C choral* 
D contemporary* (include experimental, 

electronic) 
E ethnic I folk* 
F jazz* 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A theatre · general* (include clas.sicaJ, 
contemporary, experimental) 

B mime* 
C musical theatre* 
D puppet* 
E theatre for young audiences• 

17. Eligibility 

05 Visual Ans 
A conceptual an* 
B graphics* 
C inter-media* 
D painting* 
E performance an* 
F sculpture* 

06 Acchitccrurc I Design 
07 Crafts 
08 Photography 
09 Media Ans 

A film* 
B radio* 
C television* 
D video* (include holography) 

10 Literature 
11 Conununity Arts 

12 FolkAns 

13 Hwnanities 
14 Multl-disciplinacy 
15 Non-ans I Non-hwnanities 

Entrance eligibility for exhibition I show I festival . The following code will be used: 
1 invicational 
2 open 
3 juried 
4 membecs only 

18. Entry Fee 
The dollar amoumof enuyfce including booth fee, if any, to exhibition I show I festival . Enter 0 if 
none. 

19. Projected Nwnbcr of Entries 
Maximum number of entries projected for current exhibition I show I festival. Enter 0 if none. 

20. Previous Nwnbcr of Entries 
Number of entries in previous exhibition I show I festival . Enter 0 if none. 

21. Prizes 
Prizes awarded at exhibition I show I festival. The following code will be used: 
1 money 
2 purchase awards 
3 ribbons 
4 other 
5 none 

22. Commimon 
The percent of sales commission for exhibition I show I festival. Enter 0 if none. 

•optional 
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Perfonning Arts Facilities 
Fields 

Label 

1. Space 

Type 
Required 

Constituent 

ONE CONSTITIJENT FROM THE CONSTllUENT UST 
Name (organization or individual) 
Address 1 
Address 2 
City 
State 
ZIP Code 

Need 

Optional 

Possible 
Field Size 

NIA 

30 
20 
20 
16 
2 

10 

Note: It is understood that to insure a resource directory's maximum dfectivencss an agency may require 
information in every occurrence of<enain fidds (such as "Space" and "Contact Person"). However, because rcsoum: 
directories arc themselves optional- that is they contain information which stale and regional ans agencies may 
provide according to chcir needs but arc nm required to provide - chcsc fields arc Optional according to chc 
National Standard. 

2. Box Office Telephone Numeric Optional 12 
3. Backstage T clephone Numeric Optional 12 
4. Contact Person Text Optional 20 
5. Contact Person Title Texc Optional 20 
6. Contacc Person Office Telephone Numeric Optional 12 
7. Contact P<'rson Home T dephone Numeric Optional 12 
8. Affiliation I Ownership Constituent Optional NIA 

ONE CONSTilUENT FROM 1HE CONSTilUENT UST 
Name (organization or individual) 30 
Address 1 20 
Address 2 20 
City 16 
Stace 2 
ZIP Code 10 

9. County Text Optional 12 
10. Region Text Optional 3 
11. Type of Space (performing arts) Numeric Optional 2 
12. Union Musicians Yes or No Optional 
B. Union Stagehands Yes or No Optional 1 
14. Trained Crew Available Yes or No Optional 1 
15. Permanent Seating Numeric Optional 6 
16. Additional Seating Numeric Optional 6 
17. Stage Type Numeric Optional 1 
18. Depth of Stage Numeric Optional 3 
19. Playing Arca Width Numeric Optional 3 
20. Stage Playing Arca Size Numeric Optional 6 
21. Additional Playing Arca Size Numeric Optional 6 



22. Grid Height 
23. Orchestra Pit Size 
24. Stage: Floor Type 
25. Marley-type Floor Available 
26. Fly System Type 
27. Total Number of Llnc:s 
28. Number of Dead-hung Llnc:s 
29. Drapery 
30. Llght Board Type 
31. Accommodates Ponable Llght Board 
32. Lighting Instruments Available 
33. Number of Follow Spots Available 
34. Sound System Available 
35. Piano Type 
36. Organ Type 
3 7. Regular Dressing Rooms Capacity 
38. Other Dressing Areas Capacity 
39. Backstage: Loading Dock 
40. Accessibility 

Definitions 
I. Space 

Numeric 
Numeric 
Numeric 
Yes or No 
Numeric 
Numeric 
Numeric 
Yes or No 
Numeric 
Yes or No 
Numeric 
Numeric 
Yes or No 
Numeric 
Numeric 
Numeric 
Numeric 
Yes or No 
Yes or No 

The: name and address of a performing artS facility. 

Include one Constituent as defined in the Constituent List. 

2. Box Office Telephone 
The box office telephone: number of "Space:." 

3. Backstage Telephone 
The: backstage telephone number of"Space." 

4. Contaa Person 
The: person co contact for additional information about "Space." 

5. Contaa Person Tide 
The official title of"Comact Person." 

6. Contaa Person Office Telephone 
The daytime telephone number of"Contact Person." 

7. Contaa Person Home Telephone 

Optional 
Optional 
Optional 
Optional 
Optional 
Optional 
Optional 
Opcional 
Optional 
Optional 
Opcional 
Optional 
Optional 
Optional 
Optional 
Optional 
Optional 
Optional 
Optional 

3 
6 
1 
1 
1 
1 
3 
1 
1 
1 
3 
2 
l 
1 
1 
3 
3 
1 
l 

The tc:lephone number where "Contact Person" can be reached during non-business hours. 

8. Affiliation I Ownership 
The organization, if not the same as "Space," which is the primary affiliate or owner of"Space." 

Include one Constituent as defined in the Constituent List. 

9. County 
The: county or parish in which "Space" is located. 

10. Region 
The sub-state: region in which "Space" is located. 

(continued) 
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11. Type of Space (performing ans) 
The type of performing ans facility listed in "Space." The following code will be used: 
01 traditional proscenium theatre with loft space 
02 traditional proscenium theatre without loft space 
03 proscenium theatre convenible to thrust stage 
04 thrust stage theatre 
05 arena stage theatre 
06 flexible black box theatte 
07 multi-purpose auditorium with fly loft space 
08 multi-purpose auditorium with stage but no fly loft space 
09 lecture hall with permanent stage 
10 cafetorium 
11 gymnatorium 
12 meeting or convention hall or sports arena with permanent stage 
13 hotel ballroom with permanent stage 
14 restaurant or nightclub with permanent Stage 
15 outdoor amphitheatre or concen shell 
16 outdoor bandstand 
17 fairground grandstand 
18 recital hall 
19 other 

12. Union Musicians 
Is "Space" required to use its own union musicians? Yes or No. 

13. Union Stagehands 
Is "Space" required to use its own union stagehands? Yes or No. 

14. Trained Crew Available 
Is trained crew available for setting up and working shows? Y cs or No. 

15. Permanent Seating 
The number of scats permanently installed in "Space." Enter 0 if none. 

16. Additional Seating 
The number of additional scats that are available and may be set up in "Space." Enter 0 if none. 

17. Stage Type 
The type of stage available in "Space." The following code will be used: 
1 proscenium 
2 thrust 
3 arena 
4 flexible 
5 other 

18. Depth of Stage (proscenium or thrust "Stage: Type" only) 
The depth in feet from plaster line (a line drawn across the stage at the upstage edge of the 
proscenium) co back wall, if proscenium; if thrust, depth from downstage center to back wall. If 
arena, flexible, or other "Stage Type," enter 0. 

19. Playing Area Width (proscenium or thrust "Stage Type" only) 
If proscenium, the width in feet of proscenium opening; if thrust, the width in feet from stage left to 
stage right; do not include wing space. If arena, flexible or other "Stage Type," enter 0. 

20. Stage Playing Arca Size 
The area in square feet of total stage playing area. For proscenium and thrust "Stage Type," 
"Stage Playing Area Size" • "Depth of Stage" (Field 18) x "Playing Area Width" (Field 19) + 
"Additional Playing Arca Size" (Field 21). 

21. Additional Playing Arca Size 
The area in square feet of additional adjacent playing areas. 

22. Grid Height 
The height in feet of the metal grid just below proscenium, thrust, or arena stage roof. 



23. Orchestra Pit Size 
The linear feet measurements from which orchestra pit's area in square feet can be caJculaced (i.e., 
__ 'x ___ '). 

24. Stage floor Type 
The type of floor on the main playing area. The following code will be used: 
1 sprung wood 
2 concrete 
3 tile on concrete 
4 tile on wood 
5 wood on concrete 
6 carpet on wood 
7 carpet on concrete 
8 other 

25. Marley-type Floor Available 
Docs "Space" have or have acce$ to a Marley· type floor? Y cs or No. 

26. fly System Type 
The type of fly system. The following code will be used: 
1 counterweight 
2 hemp 
3 manual winch 
4 elecuic winch 
5 other 
6 none 

27. Total Number of Lines 
The total number of lines available for hanging. Enter 0 if none. 

28. Number of Dead-hung Lines 
The total number of dead-hung lines. Enter 0 if none. 

29. Drapery 
Does "Space" have black velour or other type of cunains, legs, borders, and/or eyes? Yes or No. 

30. Light Board Type 
The type of light board. The following code will be used: 
1 autotransformer 
2 computermcmory 
3 clccuonic 
4 resistance 
5 other 

31. Accommodates Portable Light Board 
Is "Space" equipped to provide power and space for ponable light boards? Y cs or No. 

32. Lighting Instruments Available 
The number oflighting insuuments (such as Lekos and Fresnels) in "Space." Enter 0 if none. 

33. Number of Follow Spots Available 
The total number of follow spocs available. Enter 0 if none. 

34. Sound System Available 
Docs "Space" have sound system available? Y cs or No. 

35. Piano Type 
The type of tuned piano available. The following code will be used: 
1 grand 
2 upright 
3 none 

36. Organ Type 
The type of tuned organ available. The following code will be used: 
1 electronic 
2 pipe 
3 none 

(continued) 
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37. Regular Dressing Rooms Capacity 
The number of people who can be accommodated in dressing rooms equipped with mirrors, make-up 
lights, sinks, and racks. If no dressing rooms in "Space," enter 0. 

38. Other DttS.Ung Areas Capacity 
The number of people who can be accommodated in other dressing areas located backstage or near 
backstage of"Space." If no other dressing areas, emer 0. 

39. Backstage Loading Dock 
Does "Space" have a backstage loading dock at stage level? Yes or No. 

40. Accessibility 
Does "Space" meet accessibility criteria of Section 504 of the Rehabilitation Ace of 1973? Yes or No. 

Visual Arts Facilities 
Fields 

Label 

1. Space 

Type 
Required 

Constituent 

ONE CONSTITIJENT FROM THE CONSTillJENT usr 
Name (organization or individual) 
Address l 
Address2 
City 
State 
ZIP Code 

Need 

Optional 

Pooible 
Fidd Size 

NIA 

30 
20 
20 
16 

2 
10 

Note: It is understood that to insure a resource directory's maximum dfectivcncss an agency may require 
information in every occurrence of cenain fields (such as "Space" and "Contact Person"). However, because resource 
directories arc themselves optional- that is they cont:lin information which state and regional ans agencies may 
provide according to their needs but arc not required to provide - these fields arc Optional according ro the 
National Standard. 

2. Contact Person Text Optional 20 
3. Contact Person Tide Text Optional 20 
4. Contact Person Office T dephone Numeric Optional 12 
5. Contact Person Home Telephone Numeric Optional 12 
6. Affiliation I Ownership Constituent Optional NIA 

ONE CONSTITIJENf FROM THE CONSTITIJENT UST 
Name (organization or individual) 30 
Address 1 20 
Address 2 20 
City 16 
State 2 
ZIP Code 10 

7. County Text Optional 12 
8. Region Text Optional 3 



9. Type of Space (visual ans) Numeric Optional 2 National 

10. Meeting Rooms for Films Numeric Optional 1 Standard 
for Ans 

11. Workshop Spaces Numeric Optional 1 Information 
12. Security Numeric Optional 1 Exchange 

13. Temperarure Control Yes or No Optional 1 Ans 
14. Humidity Control Yes or No Optional 1 Resource 

15. Galleries for Temporary Exhibitions Numeric Optional 3 Directory 

16. Running Feet for 
Systems 

Temporary Exhibitions Numeric Optional 6 VLSUalAns 

17. Square Feet for 
Facilities 

Temporary Exhibitions Numeric Optional 6 
18. Nails Allowed in Wall Yes or No Optional 
19. Channeling or Hanging Molding Yes or No Optional 1 
20. Works Suspended from Ceiling Yes or No Optional 1 
21. Type of Llghting Numeric Optional 1 
22. Portable Display Panels Numeric Optional 2 
23. Sculprure Bases or Pedestals Numeric Optional 2 
24. Display Cases Numeric Optional 2 
25. Trained Staff Available Yes or No Optional 1 
26. Accessibility Yes or No Optional 1 

Definitions 
1. Space 

The name and address of a visual ans facility. 

Include one Constituent as defined in the Constituent list. 

2. Contact PelSOn 
The person to contact for additional information about "Space." 

3. Contact PC1SOn Tide 
The official title of "Contact Person." 

4. Contact PelSOn Office Telephone 
The daytime telephone number of "Contact Person." 

5. Contact PelSOn Home Telephone 
A telephone number where "Contact Person" can be reached during non-business hours. 

6. Affiliation I OwneIShip 
The organization, if not the same as "Space," which is the primary affiliate or owner of "Space." 

Include one Comlituent as defined in the Comlituent list. 

7. County 
The county or parish in which "Space" is located. 

8. Region 
The sub-state region in which "Space" is located. 

(continued) 
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9. TypeofSpacc(visualans) 
The type of visual ans facility listed in "Space." The following code will be used: 
01 commercial art gailcry 
02 gallery in art museum 
03 gallery in business building 
04 gallery in community ans center 
05 gallery in historical museum 
06 gallery in library 
07 gallery in school / college I university 
08 gallery in other public building 
09 lobby in public building 
10 shopping center or mall 
11 other 

10. Meeting Rooms for Films 
The number of meeting rooms or spaces available in "Space" for showing film I slide presentations. 
Enter 0 if none. 

11. WorkshopSpaces 
The number of spaces available in "Space" for conducting workshops. Enter 0 if none. 

12. Security 
"Space" can accommodate exhibitions with the following sc:curiry requirements (use maximum). The 
National Standard uses definitions obtained from the Smithsonian Institution Traveling Exhibition 
Service (SITES); sec Note, pp.151·152 . 
l high security 
2 moderate security 
3 limited security 
4 none of the above 

13. Tempetatwe Control 
Docs "Space" have a temperature: conuol system? Y cs or No. 

14 . Humidity Control 
Does "Space" have a humidity conuol system? Y cs or No. 

15. Galleries for Tcmpoiary Exhibitions 
The number of separate spaces available in "Space" for temporary exhibitions. Enter 0 if none. 

16. Running Feet for Temporary Exhibitions 
The number of running feet of wall in the "Galleries for T cmporary Exhibitions." Enter 0 if none. 

17. Square Feet for Temporary Exhibitions 
The number of square feet of ftoor sp11&e in the "Galleries for Temporary Exhibitions." Enter 0 if none. 

18. Nails Allowed in Wall 
May nails, c:cc., be driven into wall sur&cc:? Yes or No. 

19. Channeling or Hanging Molding 
Are walls equipped with channeling or hanging molding? Y cs or No. 

20. Works Suspended from Ceiling 
May art works be suspended from ceiling? Yes or No. 

21. Type of lighting 
The type oflighting available in "Space." The following code will be used: 
l fluorescent 
2 incandescent 
3 natural 
4 track 
5 other 

22. Portable Display Panels 
The number of portable display panels available in "Space." Enter 0 if none. 



23. Sculpture Bases or Pedestals 
The number of bases or pedestals available in "Space" for sculpture display. Enter 0 if none. 

24. Display Cases 
The number of display cases available in "Space." Enter 0 if none. 

25. Trained Staff Available 
Is trained staff available to install exhibits? Yes or No. 

26. Accessibility 
Docs "Space" meet accessibility criteria of Section 504 of the Rehabilitation Act of 1973? Yes or No. 

Note 
The following security requirements definitions are from page 10 of Update 1980-81. Update is an 

annual publication of the Smithsonian Institution Traveling Exhibition Service (SITES, Washington, 
D.C. 20560, 202-357-3168). They are reprinted with permission from SITES for use in the National 
Standard Visual Arts Facilities Resource Directory System as definitions for the code items in Field 12. 

High Security 
High security is required for exhibitions containing articles which are highly valuable, sensitive to 

light, humidity, and temperature. This includes original material, an, and antiques; especially paper, 
wood, and textiles, gold, silver, other precious metals, jewels, archaeological treasures, and other highly 
valuable articles. 

The following conditions must be met by organizations desiring to exhibit high security exhibitions: 
Space 
-Museum or limited access galJery. An open mall, hallway, or lounge area is not acceptable. 
Protection 
- Trained, professional guards in sufficient number to adequately protect objects. Guards need noc 

be armed. 
-Night guards and/ or elecuonic system. 
-Provisions to prevent the public from touching wall-hung objects through an appropriate hanging 

system, the use of stanchions, platforms, and/or guard supervision. 
- Locked glass cases for small objects. Plexiglas cases are not acceptable for high secuniy exhibitions ... 
- Handling of objects by curator or regisuar, or equivalent museum professional. 
Environmental Controls 
- Temperature and Jight control are required for all exhibits in this category. Humidity control is 

required for cenain exhibitions. 
-Fire system, and other fire protection devices according to Ioctl ordinances. 

Moderate Security 
Moderate security is required for m0st ... exhibitions which contain original an works, prints and 

graphics, original specimens, artifacts, or original photographs. 
The following conditions must be met by organizations desiring to exhibit moderate security 

exhibitions: 
Space 
-Limited access, gaUery-type area. An open mall, hallway, or lounge area is not acceptable. 
Protection 
- Professional guards or other trained persons whose sole duty is the supervision of the exhibition. 
-Locked glass cases or secure Plexiglas cases for small objects. Plexiglas must be screwed to wall or 

base cabinet, not just rested on top of unit. 
-Exhibit area must be locked and secure during closing hours. Alarm and /or guards during night 

hours are preferred but not required. 
-Handling of objects, if not acrually by registrar or curator, must be by a preparator, exhibits 

technician, or other person trained in handling museum objects. 
Environmental Controls 
- Temperature and light control are required. Humidity control is desired. 
- Fire protection according to Ioctl ordinance. 

(contimml) 
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Limited Security 
Lim.iced security is the minimum security required for certain exhibitions. These exhibitions include 

panel exhibitions containing no original material or anifaccs, and some photography and children's an 
shows which are considered less of a security risk. 

The foUowing conditions muse be met by organizations desiring co exhibit limited security exhibitions: 
Sp:Ke 
- Shows may be exhibited in a gallery or lounge area, preferably not in a hallway . ... 
Protection · 
- Supervision by guard, volunteer, student or receptionist. Someone must be in the room with the 

exhibition at all times and may be performing other duties as well as watching the exhibition .... 
- Exhibit area muse be locked and secure during closing hours. 
Environmental Controls 
- Direct sunlight should be diffused or eliminated co prevent fading of panels and photographs. 
- Fire protection according co local ordinance. 

Individuals in the 
Performing and Literary Arts 
Fields 

Label 

1. Individual 

Type 
Required 

Constituent 

ONE CONSTITUENT FROM THE CONSTITUENT UST 
Name (organization or individual) 
Address 1 
Address 2 
City 
Scace 
ZIP Code 

Need 

Optional 

P~ible 
Field Size 

NIA 

30 
20 
20 
16 
2 

10 

No1c: It is understood that to insure a resource directory's maximum effectiveness an agency may require 
information in every occurrence of certain fields (such as "Individual"). However, because resource clireccorics a1e 
themselves optional- that is they contain information which sutc and regional ans agencies may provide according 
to their needs but arc not required to provide-these fidds arc Optional according to the National Standard. 

2. Home Telephone Numeric Optional 12 
3. OtherTelephone Numeric Optional 12 
4. Institution I Affiliation Constituent Optional NIA 

ONE CONSTilUENT FROM THE CONSTITUENT UST 
Name (organization or individual) 30 
Address 1 20 
Address 2 20 
City 16 
Stace 2 
ZIP Code 10 

5. County Text Optional 12 
6. Region Numeric or Text Optional 3 
7. Discipline Numeric Optional 3 



8. Type Numeric Optional 2 

Nore: le is undemood thac agencies may wish co collecc specific information on the "Types of Services" provided by 
the "Individual" in this resource directory. Such a field is noc included in the National Standard bc:causc of the 
unique nature of each agency's information rcquiremems and minimal need for national compatibilicy of such 
information. 

9. Booking Agent Constituent Optional NIA 

ONE CONSTllUENT FROM TI1E CONSTITIJENT UST 
Name (organization or individual) 30 
Address I 20 
Address 2 20 
City 16 
State 2 
ZIP Code 10 

10. Booking Agenc Telephone Numeric Optional 12 
11. Audience Type Numeric Optional 6 
12. Characteristics Numeric Optional 6 

Note: It is common for ans agencies to record fees and rates charged by individual artists, However, rates arc usually 
negotiable and vary by services performed, dates, and block-booking. It may be appropriate for cenain agencies to 
keep such information for specific programmatic needs, but fields arc not included here because of their limited 
usefulness co all arcs agencies and the lack of need for compatibility among agencies. 

Definitions 
l. Individual 

Include one Constziuenl as defined in the Constituent Lirt. 

2. HomeTelcphone 
The home telephone number of "Individual." 

3. OthcrTelcphone 
Another telephone number of "Individual." 

4. Institution I Affiliation 
The institution, if any, with which "Individual" is affiliated. 

Jndude one Constziuenl as defined in the Constituent Lirt. 

5. County 
The county or parish of "Individual's" residence. 

6. Region 
The sub-state region of "Individual's" residence. 

(continueti) 
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7. Discipline 
The ans discipline in which "Individual" is involved. The following code will be used: (see pp.116-117 
for definitions) 

Note: It is understood that an agency c.an elect to use main discipline categories only (e.g., Dance, Music, Theaue) 
and not sub-categories (e.g., mime, musical thcauc, puppet). Also note that "Humanities" is listed for use by 
agencies which serve both the :ms and humanities. 

01 Dance 
A ballet* 
B ethnic I folk I jazz* 
C modern* 

02 Music 
A band* (do not include jazz or popular) 
B chamber* 
C choral* 
D contemporary* (include experimental, 

electronic) 
E ethnic I folk* 
F jazz* 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A theatre - general* (include classicaJ, 
contemporary, cxpc:rimentaJ) 

B mime:* 
C musical theatre:* 
D puppet* 
E theatre for young audiences* 

8. Type 

05 Visual Arts 
A conceptual an* 
B graphics* 
C inter-media* 
D painting* 
E performance: an* 
F sculpture* 

06 Archjtc:crure I Design 
07 Crafts 
08 Photography 
09 Media Arts 

A film• 
B radio* 
C television* 
D video* (include holography) 

10 Literature 
11 Community Arts 
12 Folk Arts 
13 Humanities 
14 Multi-disciplinary 
15 Non-arts I Non-humanities 

The type of "Individual." The following code will be used: 
01 choreographer 16 technical director 
02 dancer 17 set I property designer 
03 composer 18 costume designer 
04 conductor 19 lighting designer 
05 brass player 20 makeup designer 
06 fretted instrument player 21 carpenter 
07 keyboard instrumentalist 22 property technician 
08 percussionist 23 wardrobe technician 
09 string player 24 lighting technician 
10 singer 25 sound technician 
11 woodwind player 26 production manager 
12 actor 27 stage: manager 
13 mime: 28 writer I poet 
14 puppeteer 29 playwright 
15 artistic director 30 other 

9. Booking Agent 
The: person or organization, if other than "Individual," who arranges "Individual's" bookings and 
serves as a contact for prospective: sponsors. 

Include one Constituent as defined in the Constituent list 

10. Booking Agent Telephone 
The: telephone: number of "Booking Agent." 

*Optional 



11. AudienceType 
The type(s) of audience(s) for which "Individual's" programs are appropriate. The following code 
will be used: 

Note: Unlike othc:r National Standard codes, sc:vc:ral of these code categories may apply in any givc:n case. 
Therefore:, all applicable codes should be: selected (e.g., a Native: American audience of deaf c:lc:vc:nth grade.rs 
would be: codc:cl "NYD"). Any categories needc:d by an agency but not available here (e.g., Frc:nch American, 
rural. preschool, summer rcsidem, etc.) can be: added, but ic must be: understood that these categories would be: 
used in addition to and not instead of the National Standard (e.g., a Frc:nch American audience: would be: 
codc:d as such in addition to "W - White, not Hispanic"). 

N American Indian f AJaskan Native* 
A Asian I Pacific Islande~ 
B Black, not Hispanic* 
H Hispanic* 
W White, not Hispanic* 

G general 

c child 
Y secondary school student 

12. Characteristics 

U college I university student 
S senior citizen 
E emotionally and mentally disabled 
P physically disabled 
D hearing impaired 
Q visually impaired 

r institutionalized 
V veteran 
F woman 

Descriptors designed to enable an agency to identify "Individual," Field l, according to thac peISOn's 
ch:uacrc:ristics, See Field 11 for code. 

Individuals in the 
Visual and Media Arts 
Fields 

Label 

1. Visual I Media Anise 

Type 
Required 

Constituent 

ONE CONSTITUENT FROM THE CONSTITUENT UST 
Name (organization or individual) 
Address l 
Address 2 
City 
State 
ZIP Code 

Need 

Optional 

P~blc 
Fidd Size 

NIA 

30 
20 
20 
16 
2 

10 

Note: It is understood that to insure a resource directory's maximum effectivem::ss an agency may require 
information in evc:ry occurrence: of cenain fic:lds (such as "Visual I Media Artist"). However, because resource 
directories arc: themselves optional- that is thc:y contain information which state and regional artS agc:ndc:s may 
provide according to their nec:ds but arc: not required to provide-these fields are Optional according to the 
National Standard. 

2. Home Telephone: 
3. Other Telephone 

(continued) 
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4. Institution I Affiliation Constituent Optional N IA 

ONE CONSITil.JENT FROM TI-IE CONSTITUENT LIST 
N aine (organization or individual) 30 
Address I 20 
Address 2 20 
City 16 
State 2 
ZIP Code 10 

5. County Text Optional 12 
6. Region Numeric or Text Optional 3 
7. Discipline Numeric Optional 3 
8. Type of Artist Numeric Optional 2 

Note: It is understood that agencies may wish to collect specific information on the ''Types of Services" provided by 
the "Visual I Media Artist" in this resource directory. Such a field is not included in the National Standard because 
of the unique narure of each agency's information requirements and minimal need for national compatibility of 
such information. 

9. Agent Constituent Optional NIA 

ONE CONSTilUENT FROM 1HE CONSTITIJENT LIST 
Name (organization or individual) 30 
Address l 20 
Address2 20 
City 16 
State 2 
ZIP Code 10 

10. Agent Telephone Numeric Optional 12 
11. Audience Type Numeric Optional 6 
12 . Characteristic.s Numeric Optional 6 

Note: It is common for arts agencies co record fees and races charged by individual anists. However, rates are usually 
negotiable and vary by services performed, dates, and block-booking. It may be appropriacc for certain agencies to 
keep such information for specific programmatic needs, but fields arc not .included here because of their limited 
usefulness to all arts agencies and the lack of need for compatibility among agencies. 

Definitions 
1. Visual I Media Artist 

Include one Comtituenl as defined in the Constituent List. 

2. HomeTelephone 
The home telephone numbcrof"Visual/ Media Artist." 

3. Other Telephone 
Another telephone number of "Visual I Media Artist." 

4.lnstirution/ Af6liation 
The institution, if any, with which "Visual I Media Anist" is affiliated. 

Include one Comtituent as defined in the Constituent List. 

5. County 
The county or parish of "Visual I Media Artist's" 1csidenc:c:. 

6. Region 
The sub-state: region of "Visual I Media Artist's" residence. 



7. Discipline 
The ans discipline in which "Visual I Media Anist" is involved. The following code will be used: (sec 
pp.116-117 for definitions) 

Note: his understood that an agency can elect to use main discipline categories only (e.g., Dance, Music, Theaue) 
and not sub-categories (e.g., mime, musical theauc, puppet). Also note that "Humanities" is listed for use by 
agencies which serve both the ans and humanities. 

01 Dance 
A ballet* 
B ethnic I folk I jazz* 
C modem* 

02 Music 
A band* (do not include jazz or popular) 
B chamber* 
C choral* 
D contemporary* (include experimental, 

electronic) 
E ethnic I folk* 
F jazz* 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A theatre - general* (include classical, 
contemporary, experimental) 

B mime* 
C musical theatre* 
D puppet* 
E theatre for young audiences* 

8. Type of Artist 

05 Visual.Am 
A conceprual art* 
B graphics* 
C inter-media* 
D painting* 
E performance art* 
F sculprure• 

06 Architecture I Design 
07 Crafts 
08 Photography 
09 Media Ans 

A film* 
B radio* 
C television• 
D video* (include holography) 

10 literatute 
11 Community Ans 

12 Folk Ans 
13 Humanities 
14 Multi-d&iplinary 
15 Non-ans I Non-humanities 

The type of"Visual I Media Anist." The following code will be used: 
01 architect I designer -include landscape architects and urban, interior, fashion designers, etc. 
02 graphic designer -working primarily with type (e.g., designers of brochures, letterheads, 

posters, etc.) 
03 graphic artist - include artists who do pen and ink drawing, pencil drawing, watercolor, monoprinc, 

cartoons, illustrations, calligraphy, collage, pastel, prints (including silk-screen, etchings, 
engravings, lithographs, intaglio, embossing, etc.), etc. 

04 painter - do not include watercolor; see "graphic artist," 03, for watercolor 
05 sculptor 
06 photographer 
07 filmmaker 
08 video artist • include holographic artist 
09 ceramist- one who creates art by firing nonmetallic minerals (e.g., clay, porcelain) at high 

temperatures; include potters 
10 g~blowcr 
11 stained g~ artist 
12 mosaic artist 
13 cnamdist 
14 metaWnith - include goldsmith, silversmith, blacksmith 
15 leatherwodter 
16 fiber artist- include spinning, dyeing, weaving, basketry, stitchery, quilting, patchwork, applique, 

batik, tapestry, rugmaking, macrame, laccmaking, knitting, crocheting, etc. 

(continued) 
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17 woodworker - include cabinetmaker. woodauver, instrument maker, etc. 
18 papmnaker 
19 printer I binder I typographer 
20 conceptual artist - one who creates works in which the medium is the concept itself and in which 

the "process" is more imponant than the conclusion 
21 perfonnana: artist - one who creates visual art using his or her own physical presence, often in a 

visual arts context and usually working alone 
22 inter-media artist - one who creates works of an in which music, dance, video, and film are 

integrated into a total concept (e.g., a fluid living sculpture using more than one person) 
23 other 

9. Agent 
The person, gallery, or other organization, if other than "Visual I Media Anise," which serves as 
"Visual I Media Artist's" contact for sales, exhibitions, services, information, etc. 

Indude one Comtituent aJ defined in the Constziuent List. 

10. Agent Telephone 
The telephone number of" Agenc." 

11. Audience Type 
The cype(s) of audicnce(s) for which "VisuaJ I Media Artist's" programs are appropriate. The following 
code will be used: 

Note; Unlike: other National Standard codc:s, several of ilic:sc: code categories may apply in any given case. 
Therefore, all applicable codes should be: sdcctc:d ( c: .g., a Native American audience: of deaf c:lc:venth grader.; 
would be: coded "NYD"). Any categories needed by an agency but not available here (e.g., French American, 
rural, preschool, summer rc:sidem, etc.) can be added, but it must be undemood that these categories would be 
used in addition to and not instead of the National Standard (e.g. , a French American audience would be 
coded as such in addition to "W ·White, not Hispanic"). 

N American Indian I Alaskan Native• u coll~ge ~ 1;1niversicy student 
A Asian I Pacific Islande~ s semor cmzen 
B Black, not Hispanic* E emotionally and mentally disabled 
H Hispanic• p physically disabled w White, not Hispanic"' D hearing impaired 
G general Q visually impaired 

c child I institutionalized 
y secondary school student v veteran 

F woman 

12 . Characteristics 
Descriptors designed m enable an agency to identify "Visual I Media Anist," Field 1, according to that 
person's characteristics. See Fidd 11 for code. 

•sec: footnote on p.134. 



Performing Arts Organizations 
Fields 

Label 

1. Organization 

Type 
Required 

Constituent 

ONE CONSTITIJENT FROM 1HE CONSTITIJENT UST 
Name (organization or individual) 
Address 1 
Address 2 
City 
State 
ZIP Code 

Need 

Optional 

P~ble 
Field Size 

NIA 

30 
20 
20 
16 
2 

10 

Note: It is undcr.;tood that to insure a resource directory's maximum effectiveness an agency may require 
information in every occurrence of certain fields (such as "Organization"). However, because resource directories 
arc themselves optional- that is they contain information which state and regional ans agencies may provide 
according to their needs but arc not required to provide-these fields arc Optional according to the National Standard. 

2. Nonprofit Status Yes or No Optional 
3. Artistic Director Text Optional 20 
4. Artistic Director Title Text Optional 20 
5. Artistic Director Telephone Numeric Optional 12 
6. Administrator Text Optional 20 
7. Administrator Title Text Optional 20 
8. Administrator Telephone Numeric Optional 12 
9. Booking Agent Constituent Optional NIA 

ONE CONSTITUENT FROM 1HE CONSTITIJENT UST 
Name (organization or individual) 30 
Address 1 20 
Address 2 20 
City 16 
State 2 
ZIP Code IO 

10. Booking Agent Telephone Numeric Optional 12 
11. County Text Optional 12 
12. Region Numeric or Text Optional 3 

Note: Further specification allowing an agency to select particular types of performing ans organizations will be 
available if this resource directory is cross-referenced to the National Standard Mailing List System "Mail Code." 
If a concunent mailing list system is not available, an "Organization Type" code would be appropriate here. 

13. Discipline Numeric Optional 3 

Note: It is understood that agencies may wish to collect specific information on the "Types of Services" provided 
by the "Organization" in this resource directory. Such a field is not included in the National Standard because 
of the unique narurc of each agency's information requirements and minimal need for national compatibility of 
such information. 

14. Audience Type Numeric Optional 6 
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Definitions 
I . Organization 

The name and address of a performing ans organization. 

Include one Constituent as defined in the Constituent list. 

2. Nonprofit Status 
Does "Organization" have nonprofit status (i.e., no part of the income or assets inure to the benefit of 
:iny director, officer, or employee except as salary or reasonable compensation for services and travel 
expenses)? Yes or No. 

3. Artistic Director 
The person with immediate responsibility for the anistic activities of "Organization." 

4. Anistic Director Title 
The official title of" Anistic Director." 

5. Artistic Director Telephone 
The daytime telephone number of "Anistic Director." 

6. Administrator 
The person with inuncdiate responsibility for the administration of "Organization." 

7. Administrator Title 
The official title of" Administrator." 

8. Administrator Telephone 
The daytime telephone number of"Administrator." 

9. Booking Agent 
The person or organization, if other than "Administrator," who arranges "Organization's" bookings 
and serves as a contact for prospective sponsors. 

Include one Constziuent as defined in the Constituent list. 

10. Booking Agent Telephone 
The telephone number of"Booking Agent." 

11. County 
The county or parish in which "Organization's" principal place of business is located. 

12. Region 
The sub-state region in which "Organization's" principal place of business is located. 



13. Discipline 
The ans discipline in which "Organization" is involved. The following code will be used: 
(sec pp.116-117 for definitions) 

Note: It is understood that an agency can elect to use main discipline categories only (e.g., Dance, Music, 
Theatre) and not sub-categories (e.g., mime, musical theatre, puppet). Also noce that "Humanities" is listed 
for use by agencies which serve both the ans and humanities. 

01 Dance 
A ballet* 
B ethnic I folk /jazz• 
C modem* 

02 Music 
A band* (do not include jazz or popular) 
B chamber* 
C choral* 
D contemporary* (include experimental, 

electronic) 
E ethnic I folk* 
F jazz* 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A thcaue - general* (include classical, 
contemporary, experimental) 

B mime* 
C musical theatre* 
D puppet* 
E theatre for young audiences* 

14. Audience Type 

05 Visual Arts 
A conceptual an* 
B graphics* 
C inter-media* 
D painting* 
E performance an* 
F sculprure* 

06 Architecture I Design 
07 Cnfts 
08 Photography 
09 Media Arts 

A film* 
B radio* 
C television* 
D video* (include holography) 

10 Litcrarurc 
11 Community Arts 
12 Folk Arts 
13 Humanities 
14 Multi-disciplinary 
15 Non-arts I Non-humanities 

The typc(s) of audicncc(s) for which "Organization's" programs are appropriate. The following code 
will be used: 

Note: Unlike other National Standard codes, several of these code categories may apply in any given case. 
Therefore, all applicable codes should be selected (e.g., a Native American audience of deaf eleventh graders 
would be coded "NYD"). Any categories needed by an agency but not available here (e.g., French American, 
rural, preschool, summer resident, etc.) can be added, but it must be understood that these categories would be 
used in addition to and not imteadofthe National Standard (e.g., a French American audience would be 
coded as such in addition to "W - White, not Hispanic"). 

N American Indian I Alaskan Native** 
A Asian I Pacific Islander** 
B Black, not Hispanic** 
H Hispanic** 
W White, not Hispanic** 

G general 

c child 
Y secondary school srudent 

*Optional 
**See footnote on p.134. 

U coll~gc ~ ~nivcrsity student 
S scruor aazen 

E emotionally and mentally disabled 
P physically disabled 
D hearing impaired 
Q visually impaired 

I instirutionalized 
V veteran 
F woman 
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Visual Arts Organizations 
Fields 

Label 

1. Organization 

Type 
Required 

Constituent 

ONE CONSTITUENT FROM THE CONSTITIIENT UST 
Name (organization or individual) 
Address 1 
Address 2 
City 
State 
ZIP Code 

Need 

Optional 

Pos9ble 
Field Size 

NIA 

30 
20 
20 
16 
2 

10 

Note: It is undcmood that to insure a resource directory's maximum effectiveness :Lil agency may require 
infonn:uion in every occurrence of ccruin fields (such as ''Organization"). However, because resource directories arc 
themselves optional - that is they contain information which state and regional ans agencies may provide according 
to their needs but arc not required to provide - these fields arc Optional according to the National Standard. 

2. Nonprofit Status Yes or No Optional l 
3. Contact Person Text Optional 20 
4. Contact Person Ticle Text Optional 20 
5. Contact Person T clephone Numeric Optional 12 
6. Administrator Text Optional 20 
7. Administrator Title Text Optional 20 
8. Administrator Telephone Numeric Optional 12 
9. Agem Constituent Optional NIA 

ONE CONSTITIJENT FROM THE CONSTITIJENT UST 
Name (organization or individual) 30 
Address l 20 
Address 2 20 
City 16 
Seate 2 
ZIP Code 10 

10. Agent T dephone Numeric Optional 12 
11. County Text Optional 12 
12. Region Numeric or Text Optional 3 

Nore: Funher specification allowing :Lil agency to sc:lect particular types of visual ans orgwiz:uions will be available 
if this resource directory is cross·rcfcrcnccd to the National Standard Mailing List System "Mail Code." If a concurrent 
mailing list system is not available, an "Organiz.ation Type" code would be appropriate here. 

13. Discipline Numeric Optional 3 

Note: It is undcmood that :igencics may wish to collect specific information on the "Types of Services" provided by 
the "Organiz.ation" in this resource directory. Such a field is not included in the National Standard because of the 
unique nature of each :igency's information requirements wd minimal need for national comp:itibility of such 
inform:ition. 

14. Audience Type Numeric Optional 6 



Definitions 
1. Organization 

Include one Constituent as defined in the Constituent list. 

2. Nonprofit Srntus 
Docs "Organization" have nonprofit stacus (i.e., no pan of income or assets inure to the benefit of 
any director, officer, or employee except as saJary or reasonable compensation for services and travel 
expenses)? Yes or No. 

3. Conlact Person 
The person to contact for additional information about "Organization." 

4. Conlact Person Tide 
The official titJe of"Contact Person." 

5. Contact Person Telephone 
The daytime telephone number of "Contact Person." 

6. Administrator 
The person with immediate responsibility for the administration of"Organization." 

7. Administrator Tide 
The official title of "Administrator." 

8. Administrator Telephone 
The daytime telephone number of "Administrator." 

9. Agent 
The person or organization, if ocher than "Comacc Person," who serves as "Organization's" contact for 
sales, exhibitions, services, information, etc. 

Include one Comtiluent as defined in the Constituent Lat. 

10. Agent Telephone 
The telephone numberof"Agem." 

11. County 
The counry or parish in which "Organization's" principal place of business is located. 

12. Region 
The sub-state region in which "Organization's" principal place of business is located. 

(conlmued) 
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13. Discipline 
The ans discipline in which "Organization" is involved. The following code will be used: 
(sc:e pp.116-117 for definitions) 

Note: It is understood that an agency can elect to use main discipline categories only (e.g .• O:u>ee, Music, 
Thcauc) and not sub-categories (e.g., mime, musicaJ theaue, puppet). Also note that "Humanities" is listed 
for use by agencies which serve both the ans and humanities. 

01 Dmcc 
A ballet* 
B ethnic I folk I jazz• 
C modern• 

02 Music 
A band* (do not include: jazz or popular) 
B chamber* 
C choral* 
D contemporary* (include experimental, 

elecuonic) 
E ethnic I folk* 
F jazz• 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A theatre - general* (include classical, 
comemporary, cxperimemal) 

B mime:* 
C musical theatre* 
D puppet* 
E theatre for young audiences• 

14. Audience Type 

05 Visual Arts 
A conceptual an* 
B graphics* 
C imc:r-media* 
D painting* 
E performance: an* 
F sculpture* 

06 Architecture I Design 
07 Crafcs 
08 Photography 
09 Media Arts 

A film* 
B radio* 
C television* 
D video* (include holography) 

10 literature 
11 Communiry Arts 

12 Folk Arts 
13 Humanities 
14 Multi-disciplinary 
15 Non-ans I Non-humanities 

The cype(s) of audiencc:(s) for which "Organization's" programs arc: appropriate. The following code 
will be usc:d: 

Note: Unlike other National Standard codes, several of these code categories may apply in any given case. 
Therefore:, all applicable codes should be: selected (e.g., a Native American audience: of deaf c:lcventh graders 
would be: coded "NYD"). Any categories needed by an agency but not available here (e.g. , French American, 
rural , preschool, summer resident , etc.) can be: added, but it must be understood that these categories would 
be: used m t1drl1tion to and not 1m1et1d of the National Standard (e.g., a French American audience would be: 
coded as such in addition to "W • White, not Hispanic"). 

N American Indian I Alaskan Native** u coll~ge ~ 1:1niversity srudent 
A Asian I Pacific Islander** s senior cmzen 
B Black, nor Hispanic** E emotionally and mc:mally disabled 
H Hispanic** p physically disabled w White, not Hispanic** D hearing impaired 
G general Q visually impaired 

c child I institutionalized 
y secondary school scudem v veteran 

F woman 

*Optional 
••see footnote: on p. 134 . 



Sponsors/Presentors 
Fields 

Label 

1. Sponsor I Prcsentor 

Type 
Requited 

Constiruent 

ONE CONSTITIJENT FROM 1HE CONSTITIJENT UST 
Name (organization or individual) 
Ad~l 
Address 2 
City 
Scace 
ZIP Code 

Need 

Optional 

Possible 
Field Size 

NIA 

30 
20 
20 
16 
2 

10 

Noce: Ir is undemood that to insure a resource directory's maximum effectiveness an agency may require 
information in every occurrence of ccnain fields (such as "Sponsor I Prescmor"). However, because resource 
directories arc themselves optional- that is they conwn information which state and regional ans agencies may 
provide according to their needs but arc not required to provide- these fields arc Optional according to the 
National Standard. 

2. Nonprofit Starus 
3. Telephone 
4. Administrator 
~. Administrator Ticle 

Yes or No 
Numeric 
Text 
Text 

Optional 
Optional 
Optional 
Optional 

12 
20 
20 

Note: Further specification allowing an agency to select particular types of sponsors will be available if this resource 
directory is cross-referenced to the National Standard Mailing list System "Mail (.ode." If a concurrent mading list 
system is not available, an "Organiz:uron Type" code would be appropriate here. 

6. County Text Optional 12 
7. Region Numeric or T c:xt Optional 3 
8. Contact Person Constirucnt Optional NIA 

ONE CONSTITIJENT FROM 1HE CONSTITIJENT UST 
Name (organization or individual) 30 
Address 1 20 
Address2 20 
City 16 
State 2 
ZIP Code 10 

9. Contact Person Title Tc:xt Optional 20 
10. Largest Fee Paid for One Event Numeric Optional 9 
11. Current Y car Ans 

Programming Budget Numeric Optional 9 
12. Previous Year Ans 

Programming Budget Numeric Optional 9 
13. Discipline Numeric Optional 3 
14. Audience Type Numeric Optional 6 

Note: A list of facilities available to the "Sponsor I Prcscntor" is a function of the Performing .Ans Facilities and 
Visu:tl Ans Facilities Resource Directories. If such directories arc available, it is suggested that they be cros.wefercnced 
co the Sponsors I Prcsentors Directory. If concurrent facility directories are no/ available, a modified listing including 
the name, type, and capacity of available facilities would be appropriate here. 
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Definitions 
l. Sponsor I Presentor 

The name and address of an organization which presents or exhibits arts events for the public (e.g., 
performance facilities, museums, cinemas, etc.). 

Include one Constituent as defined in the Constituent list. 

2. Nonprofit Status 
Does "Sponsor I Prcsentor" have nonprofit status (i .e., no part of income or assets inu~ to the benefit 
of any director, officer, or employee except a5 salary or reasonable compensation for services and travel 
expenses)? Yes or No, 

3. Telephone 
The telephone number of "Sponsor I Presentor." 

4. Administrator 
The person with direct responsibilily for the activities of"Sponsor I Presenmr." 

5. Administrator Title 
The official title of"Administrator." 

6. County 
The county or parish in which "Sponsor I Presemor's" principal place of business is located . 

7. Region 
The sub-state region in which "Sponsor I Presentor's" principal place of business is located. 

8. Contact Person 
The person to contact for additional information about "Sponsor I Presemor" if different from 
"Administrator." Include Constituent List entry if home address is desired; ochcrwise name only. 

Include one Consttiuent a.r defined in the Comtrtuenl Li.rt. 

9. Contact Person Title 
The official title of"Comact Person." 

10. Largest Fee Paid for One Event 
The largest fee (inclusive of all subsidies) which "Sponsor I Presemor" ever paid to an individual or 
organization for a single arts activity. 

11. Current Year Arts Programming Budget 
Total cash budget allocated for sponsorship of arts events during current fiscal year. 

12. Previous Year Arts Programming Budget 
Total cash budget allocated for sponsorship of arts events during previous fJSCal year. 



13 . Discipline 
The primary ans discipline presented by "Sponsor I Prcscntor." The following code will be used: 
(sec pp. 116-117 for definitions) 

Note: It is understood that an agency can elect to use main discipline categories only (c:.g., Dance:, Music, 
Theatre) and nO[ sub-categories (c:.g., mime, musical thcaue, puppet). Also note that "Humanities" is listed 
for use by agencies which serve: both the ans and humanities. 

01 Dance 
A ballet* 
B ethnic I folk I jazz* 
C modern* 

02 Millie 
A band* (do not include jazz or popular) 
B chamber* 
C choral* 
D contemporary* (include experimental, 

electronic) 
E ethnic I folk* 
F jazz* 
G popular* (include rock) 
H solo I recital* 
I symphonic* 

03 Opera 
04 Theatre 

A theatre - general* (include classical, 
contemporary, experimental) 

B mime* 
C musical theatre* 
D puppet* 
E theatre for young audiences* 

14. AudienceType 

05 Visual Arts 
A conceptual an* 
B graphics* 
C inter-media* 
D painting* 
E performance an* 
F sculpture* 

06 Architecture I Design 
07 Crafts 
08 Photography 
09 Mcdja Arts 

A film* 
B radio* 
C television* 
D video* (include holography) 

10 Literature 
11 Community Arts 
12 Folk Arts 
13 Humanitie; 
14 Multi-disciplinary 
15 Non-arts I Non-humanities 

The typc(s) of audiencc(s) to which "Sponsor I Prcscntor" offers its services. The following code 
will be used: 

Note: Unlike: other National Scandard codes, several of these code categories may apply in any given case. 
Therefore, all applicable codes should be selected (e.g., a Native American audience of deaf clc:vc:nth graders 
would be coded "NYD"). Any categories needed by an agency but not available here (e.g., French American, 
rural, preschool, summer resident, etc.)can be added, but it must be understood that these categories would 
be used in addition lo and not imtead of the National Standard (e.g. , a French American audience would 
be coded as such in addition to "W ·White, not Hispanic"). 

N American Indian I Alaskan Native** 
A Asian I Pacific Islander** 
B Black, nor Hispanic** 
H Hispanic** 
W White, not Hispanic** 

G general 

c child 
Y secondary school student 

•Optional 
••see footnote on p. 134. 

U coll~ge ~ ':1niversicy student 
S seruor cmzen 

E emotionally and mentally disabled 
P physically disabled 
D hearing impaired 
Q visually impaired 

I institutionalized 
V veteran 
F woman 
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Programming Notes 

The following noces are intended as a guide for systems analysts, computer programmers, consultants, 
administrators, and others involved in developing computer systems which are in compliance with 
the National Standard for Arts Information Exchange. They clarify some common misunderstandings 
about National Standard system requirements and suggest techniques which arts agencies have: used to 
make: their information systems more: effective or easier to use. They should be used in conjunction with 
the detailed explanation of the National Standard found in Chapter III (p. 43) and the Standard 
system specifications themselves (pp. l05-167). 

Note 1 
The National Standard docs not require or recommend any particular computer equipment or 
language. There is no preference for an information storage medium such as cards, tapes, disks, or 
diskettes. It is insignificant whether an agency has online access to its information or uses a batch 
processing arrangement, and whether it owns its own equipment or contracts for outside: services. The 
only imponant requirement is that mailing list, grants management, and arts resource directory systems 
be able co provide all Necessary and any chosen Optional fields, selections, and reporu in the manner 
specified by the National Standard. 

Some arts agencies with National Standard computer systems have shared programs or used similar 
types of equipment. When this has been possible, it has saved syscc:m development costs and time. 
However, the National Standard does not require such collaboration; an agency should choose whatever 
methods co comply with the Standard that it finds lease costly and most effective. 

Note2 
The order in which National Standard fields arc listed is not a requirement except in Standard 
rcpon formats. Although the fields are generally listed in a logical order, that order is unimponant co 
agencies implementing National Standard systems. Each agency should determine its own requirements 
and arrange the fields it needs in an order which is easily underscood and used. It is recommended, 
however, that all National Standard fields be identified as such (e.g .• "Discipline" is National Standard 
Grants Management System field 38) in the instruction manuals and program documentation developed 
for computer systems. 

Note 3 
The "P~iblc Field Size" listed for each fidd in the National Standard is not a requirement. Field 
lengths should be determined by each agency according to its own requirements and those of the 
computer equipment it uses. In some computer systems there will be no need to determine: maximum 
field lengths. Possible field sizes arc included in the National Standard as suggestions for those agencies 
which are implementing computer systems for the first time and which must limit their field sizes to 
a predetermined number of characters. 

Note4 
The National Standard docs not specify soning requirements. However. it is assumed that all 
computer systems will have the ability to son data in some manner, such as by ZIP Code, when 
producing mailing labels, and alphabetically by the applicant's name, when providing grant reporu. 

Note 5 
The National Standard anna< be changed. Except in some isolated cases discussed in Chapter III, 
Standard codes arc to be included in information systems exaccly as shown. An agency may not use 
"equivalent" codes in place of Standard codes, such as using letters of the alphabet instead of numbers. 
Nor may it "hide" codes in other fields, such as by embedding the "Discipline" code "02 Music" in a 
grant application number like this: 1982-0023-02. An agency may choose co include the discipline in its 
application numbers, but the Grants Management System code for "Discipline" must appear as a unique 
field as well. 169 
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Note6 
Fields for "Last Name" and "First Name" do not meet the National Standard. The Standard field for a 
name is "Name (organization or individual);" it appears in the Constituc:m List and therefore in every 
National Standard system. It is acceptable co a/Jo include fields for "Last Name" and "First Name" if 
desired, but such fields may not replace "Name (organization or individual)." Note 11 below suggests 
a method to provide correct soning of the field "Name (organization or individual)," thus removing 
the need for "Last Name" and "First Name" fields. 

Note7 
Selection by the National Standard ''Discipline" code req~ sclcction of both major and subCltegorics. 
When the Standard requires selection by one of the "Discipline" code's major categories (e.g., 01 Dance). 
the associated sub-categories (e.g., OlA ballet, OlB ethnic I folk I jazz, OIC modern) must also be 
included in the result. For example, a sdection of all enuies with "Discipline:" code "01" would provide 
all entries coded "01," including the "A's," "B's," and "C's," as well as entries where only "01" with no 
sub-category were given. The National Standard also requires that an agency electing to use the OptionaJ 
sub-categories be able to code and select entries without using sub-categories (e.g., to code and select 
as "02" those entries which are neither "02A's," "02B's," or "02Cs"). 

Note8 
Selection according to the National Standard "Mail Code" requires both "and" and "or'' combinations. 
An agency must be able to sdc:ct by four "Mail Code" "TARGET'' categories (a ST A TUS, a 
FUNCTION, an INSfl1UI10N, and a DISOPUNE) and expect to receive only entries with all four 
specified codes. It should also be able to choose one, two, or three categories (e.g., a single STATUS; 
one ST A TIJS and an INSTI1UI10N; one apiece of ST A TIJS, FUNCTION, and DISCIPLINE). and 
ignore those not specified for selection. Furthermore:, it must be possible to choose several "CONTENT" 
categories in one operation (e.g., all the "05's," "09's," and "17's"). In every instance of"Mail Code" use, 
an agency must be able to make selections using "and's" and inclusive "or's." 

Note9 
All National Standard reports must be available with all National Standard selections. An agency 
must be able: to ptovide every Standard selection in every Standard rc:pon format. In other words, for 
example, it is not enough that an agency can get Mailing Llst System "Adhesive: labels" selected by 
STATIJS, or a "List" reponselc:crc:d by FUNCTION. It must also be able to get the "Adhesive Labels" 
sdc:cced by FUNCTION and a "List" repon selected by ST A TUS. 

Note 10 
Whenever ~ible, National Standard fields, selections, and reports should be used exactly as they 
appear in the Standard. To avoid confusion in the use or future modification of computer programs 
and procedures, it should be clear on screen layouts, printouts, fonns, instruction manuals, specifications, 
and other documentation exactly which components of the system derive from the National Standard 
and which are unique to the agency. In written documentation, National Standard terms and definitions 
should always be used; in programs and user prompts, they should be used wherever possible and 
applicable. 

Note 11 
Suggested: use an asterisk ( *) to SCJYM.!tc last names and fuse names of individuals in the field 
"Name (organization or individual)." Rather than provide separate: fields for "Last Name" and "First 
Name," enter individuals' names last-name-first with an asterisk between the last and first names (e.g., 
"OLMSTED*FREDERICK L"). Then in a list soned by "Name (organization or individual)," each 
individual will appear alphabetically by surname (e.g., "01.MSTED*FREDERICK L" will appear in the 
"O's"). The label-making computer program can then check for the asterisk before printing each 
label, and switch the last and first names around (e.g. , "01.MSTED*FREDERlCK L" will print as 
"FREDER1CK L OLMSTED" on a label). Any names without asterisks (e.g., "RIVERSIDE ART 
GALLERY") will not be affected. This technique not only removes the need for separate "Last 
Name" and "First Name" fields, but also makes effective use of the storage space reserved for "Name 
(organization or individual)." 



Note 12 
Suggested: use a "check-off'' "CONfENT'' code. The "CONTENT' section of the National Standard Mailing 
Lisr System "Mail Code" allows each entry to be coded with any or all of the "CONTENT' categories. 
The Standard specifies nineteen such categories, and most agencies will use several ochers in addition. 
The conventional way to display or print the "CONTENT' categories assigned co a particular entry is to list 
them like chis: 03, 07, 08, 17, 18, 19, 22, 24. However, when many codes are assigned co one entry, it is 
difficulr to read such a list and it taJces a great deal of storage and printing space. A better method to 
indicate "CONTENT' categories would be co creare a field of characters which can either be "checked-off'' 
or left blank. Each characrer in the field would represent one "CONTENT' category, that is, the first 
position would be "01," the second "02," and so forth.This field can be represented by a group of 
numeric digirs, one through zero, repeated several times. A field allowing twenty-three "CONTENT' 
categories would be shown as "12345678901234567890123." To code a Mailing List System entry for "12," 
a "check" would be placed in the twelfth position of the series like this: 12345678901.34567890123. 
By observing that the second "2'' in the list has been marked, a user would know that the category "12," 
rather than "2" or "22," has been checked off. Any or all categories can thus be marked, and when the 
computer selects entries requiring a particular mail "CONTENT," it will not need to go through a list of 
codes for each entry, but can simply check to see whether a given position has been marked. 

Note 13 
Suggested: supp~ the least used field 
on a crowded address label. If an agency 
elects to use all Necessary andOpcional 
Mailing Lise System fields, the following 
six lines primed in this format will crowd 
a standard 3 3/16" x 7/8" address label: 

Conc:u:t Person 
Conc:u:r Person Tide 
Name (organization or individual) 
Address l 
Address 2 
City State ZIP Code 

If one field (e.g., "Contact Person," or "Contact Person Tide," or "Address 2") in a given entry is not 
used (as is frequently the case), and if the computer does not skip a line on the label lo allow for the 
blank field, there will be no problem. Labels wiJJ look like this: 

or 

Conc:u:t Person Tide 
Name (organization or individual) 
Address 1 
Address2 
City State 

Conc:u:t Person 
Name (organization or individual) 
Address l 
Address2 
City State 

Contaet Person 
Contact Person Tide 
Name (organization or individual) 
Address 1 
City State 

ZIP Code 

ZIP Code 

ZIP Code 

However, if all eight fields are ftlled in, it is suggesred that the computer suppress the field "Contact 
Person Tide" when it prints labels. Such an arrangement will allow agencies to coJlect all Mailing List 
System fields if desired and yet be able to use standard size labels. 

Note 14 
Rcconuncnded: do not use all Optional fields. The National Standard includes both Necessary and 

Optional fields. The former rnusr be included in every system, either to make it effective or to meet 
national needs for compatible information. The latter, however, are a collection of scores of fields 
which have been demonstrated to be useful in some agencies. The National Standard does not 
recommend the use of all such fields by all agencies; rather it presents them as a standard for those 
agencies which have a dearly demonstrated need for such information. 171 
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State of Wisconsin, Department of Administration, 1977. 76 pp. Discusses forms analysis and design . 
(Statewide Records and Forms Management Coordinator, State of Wisconsin, Department of Administration, 173 
101 South Webster Sueet, Madison, Wisconsin 53702; free of charge.) 





Index 

The Index combines references to both the generaJ text and the text of the National Standard for Ans 
Information Exchange. Field and code names are emered exactly as they are found in the National 
Standard, e.g., "Type of Artist." Cross references have been made (when possible) from significant 
clements in a field or code name to facilitate access, e.g., "Anise see Type of Artist." Each field and 
code name or category has been qualified by the words "code" or "field" in parentheses, e.g., "Type of 
Artist (field)" or "Crafts (code)." Code categories designated in the National Standard as "None of the 
above," "General," or "Other" have not been indexed. Fields or code categories such as "Other Revenue" 
or "Other Residency" have been indexed. Page numbers that refer to the text of the National Standard 
are sec in italics. 

A 
Abbrev1auons 

Canadian provinces and termoncs, 108 
Consuiuent Lisi, 108-11 
for fields, 7~ 
St:ucs and United Smes 1ermorics. 108 

Acccss1b1li1y (field) 
Performing Ans Facil11ies, 14J , 148 
Visual Ans Facilities, 149, /JI 

Accommodates Ponable Light Board (field), /4J 
definiuon, 147 

Account (added field). 74 
Accounung sys1ems, mechamcal. 24 
Acqu1Smon (pto)CCt acuv11y code), 130 

see also Capital Expcnd11ures - Acqu1smons 
Actor (code), JJ4 
Actual Artists Participating (field) 

Char.icterisucs, 127, 134. 13J 
definmon, 13J 
Grants Management System, 127 

"Anual" financial informauon 
Grants Management Sys1em repon fields.126-27, l 34 

Actual Full-ume Personnel (field), 127 
definition, 13J 

Actual Individuals Benefiting (field) 
Characteristics, 127, 134 
definiuon, 134 
Gr.mu Management System, 74. 127 

Actual Pan-ume Peiwnnel (field), 127 
definition. 13J 

Actual Total Applicant Cash Revenue(field). 74, 127 
Actual Total Cash Expcnscs(field). 74. 126 
Actual Total Cash Revenue (field) 

definition, 134 
Granu Management System, 74, 127 

Actual Total In-kind Conmbutions (field) 
Grants Management System, 74, 126 

Actual Volunteers (field). 127 
definition, 13J 

Addnional Playing Arca Size (field), 144 
definition, 146 

Add11ional Seating (field) 
definition, 146 
Performing Arts Facilities, 144 

Address I (field), 72, 73 
Constituent Lm. 107 

Address 2 (field), 72 
Consmuent List. 107 

Address labels 
Gr:ints Management System report, 138 
M:iihng List System reports. 120 
suppression of least used field on, 171 

Addressograph sys1em. 24 
Adhesive Labels (report) 

see also 4-Up Adhesive Labels 
Grants Management Sys1c:m, 138 
Mailing List System, 120 

Admmismuor (field) 
Performing Arts Organizations, /J9. 160 
Sponsors/ Presentors, 16J, 100 
V1Sual Arts Organizauons, 162, 163 

Administrator Tekphone (field) 
Performing Aru Org:iniz:uions, /J9. 160 
Visual Aru Org:inizations, 162. 163 

Administrator Title (field) 
Performing Arts Org:miz:uions. 159. 160 
Sponsors / Prcsentors. 16J, 166 
V1Sual Aru Organizations. 162. 163 

Admissions (field) 
definition, 133 
Grants M:inagement System, /2J 

Advocacy set Arts Advocacy I Service:; Alu Service I 
Advocacy; Humanities Service I Advocacy 

Affiliation, of anist Jee lnstitu!ion I Affiliation 
Affiliation I Ownership (field) 

Performing Aru Facilicics, 144, 14J 
V1Sual Alu Faciliues, 148, 149 

Agent (field) 
see also Booking Agent 
Individuals in the Visual and Media Alu. 1.56, IJ8 
Visual AruOrganizauons, 162, 163 

Agent Telephone (field) 
Individuals m the Visual and Media Alu, IJ6, IJB 
Visual Aru Organizauons, 162, 163 

Alaskan Native see American Indian I Alaskan Nauvc: 
American Indian / Alask:m Nauve (code) 

AudienceType, lJJ . 158.161, 164. 167 
Charactensucs, 134. /JJ, IJ8 
definuion, 134 

Amphithe:mc: see Outdoor amphitheatre 
Apphcam (field) 

dc:fimuon, 127 
Grants Management System, 68, 73. 122 175 
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Applicant Cash (field). 12J 
definidon, 133 

Applicant field5 (Grants Management System). 122 

definitions, 127·28 
Application Number (field) 

definition, 128 
Grants Management Syscem, 74, 123 

Applicacion processing fields (Grants Management 
Sysccm), 123 

definitions, 128-29 
Applicacion Report One (report), 138. 139 
Application Report Two (report), 138. 140 
Architect I designer (code). U 7 
Architecture I Dc$ign (code). 113 

"COl"ffENT' code. l 18 
definition. l 17 
Exhibitions, Shows, and Fesuvals, 143 
Grants Managemenc System, 130 
Individuals in the Performing and l.icerary Arts. 1J4 
Individuals in the Vuual and Media Ans. /J7 
Performing Arts Organ1zauons, 161 
Sponsors I Prcsemors, 167 
Vuual Arts Organizations, 164 

Arena(stagetypccode), 146 
Arena stage thatre (code), 146 
Artist ue Individual - Artut; Type; Type of Artist 
Artist I Producer(matl code), //3 

dcfinmon, 114 
J\rt15uc director I code) 

Individuals in the Performing and Literary Arts, U4 
J\rcistic Directot(fidd) 

Performing Arts Organizacions, IJ9, /60 
Arrnuc Director Telephone (field) 

Performing Arts Orgamz:nions, /J9. 160 
Alt1St1c Director Title (field) 

Performing Arts Organizations, /J9 , 160 
Artists-in-residence see Other residency: School residency 
AltJSts P:miapaung (field) 

definition, 133 
Grants Management System. l 2J 

Arts Advoc:icy I Scrvtce (mad code), 113 
"CONTENT' code, 118 

J\ru agencies see Public :ins agencies 
ArtsCcmer(mailcode), 113 

definition , llJ 
Arts Council I Agency (mail code), 113 

definition, I /J 
Am Management (m:ul code), 113 

"CONTENT' code. 118 
Arts resource dircccory systems, 12· t;, 45. 52-54 
Arts Resource Ducctory Syscems (Nauonal Standasd). 

45, 52-54. 141-67 
choosing system mechocls, 89·90 
C.Onscituent List and. 4 7 
designing system, 77· 79 
determining mput for. 71-72 
determming output for. 67 
d&onunumg previous system, 100 
documenting system, 94-% 
fields. 72 

Exhibitions, Shows, and Festivals, /4/ -43 
Individuals in the Performing and literary Aru, 1J2.JJ 
Individuals in the Visual and Med~ Ans. /JJ -J8 
Performing J\ru Facilities, 144-48 
Performing Arts Organizations, U9·6/ 
Sponsors I Presentors. /6J-67 
Visual Arts Facilities, 148-J2 
Visual Arts Orgamzauons, 162-64 

opc1;1tmg parallel systems, 100 
cesung system, 93 
uammg users, 97 

Arts Service I Advocacy (mail code), 113 
definition, 114 

Arts Service Organization (mail code). 113 
definition, I /J 

Asian I Pacific Islander (code) 
AudienceType, /JJ. IJ8, 161, 164, 167 
Ch:uactensrics, 134. IJJ. /J8 
defimuon, 134 

Audience transportation (project activity code), 130 
Audience Type (field) 

Individuals in the Performing and Literary Arts, 
72. IJ3. /JJ 

Individuals m the Vtsual and Media Am. /J6, IJ8 
Pcrformmg Ans Orgamzauons. /J9. 161 
Sponsors/ Prescnrors, /6J , /67 
Vtsual Ans Organiz:uions, 162, 164 

Audnonum (code) 
JU also Mulu-purposc auditorium 
Exhibitions, Shows, and Fcsuvals. 142 

Authorizing Official (field) 
definnion, 127 
Grants Management Syscem, 122 

Au101ransformcr (light board code). 147 
Award I Fellowship (project activity code). 130 

B -
BASIC (Beginner's All-Purpose Symbolic 

lns1ruc11on Code). 29 
Backstage Lo:idmg Dock (field). 14J 

definition. 148 
Backstage Telephone (field), 144 

definition, 14J 
Ballet (dance code), 116 
Ballroom Jet Hotel ballroom 
Band (mustccodc) , 117 
Bandstand see Outdoor bandstand 
Batch proces.sing, 86 
Beginner's All· Purpose Symbolic lnstrucuon Code 

(BASIC), 29 
Binder Jet Printer I binder I typographer 
Bmh dace see lncorporauon or Birth Date 
Black, noc Hispanic (code) 

Audience Type, /JJ. /J8, 161, 164, 167 
Characterisucs, 134. /JJ, /J8 
definition. 134 

Blind see Vtsually impaired 
Board I C.Ouncil Material (sample mail code), 113 

"CONTENT' code, 118 
Bookbinder see Printer I binder / typographer 
Booking Agent (field) 

see also Agent 
Individuals m the Performing and Literary Arts, IJ3. IJ4 
Performing Arts Organizations, /J9. 160 

Booking Agent Telephone (field) 
Individuals m che Performing and literary Arts, U3 . JJ4 
Perforrmng Arts Organizations, /J9. 160 

Box OffKe Telephone (field), 144 
definition, I 4J 

~player (code), IJ4 
By1c. 29 



c 
COBOL (Common Business-Oriented language). 29 
CPU (cemnl pr<xessmg unu). 28 
CRT (mhode ray tube). 26 
Cafetorium (code), 146 
C:ilculate (system process), definition, 77 
C:ilculations 

Grants Management System, 80 
Mailing List System, 79 

C:inadtan provinces and terriiones, abbrev1auons, 108 
C:ipnal Expenditures- Acqutsmons (field), 124 

definmon, 132 
C:ipnal Expenduurc:s - Other (field). 124 

definuion, 132 
Cud reader, 26 
C:upcnter (code), I J4 
C:upct on concrete (stage floor code), 147 
C:upet on wood (stage floor code), 147 
C:ithode ray tube (CRT), 26 
Central prcxcssmg unit (CPU), 28 
Ccnmtst (code), IJ7 
Chamber(musiccode), 117 
Channeling or Hanging Molding (field) 

definiuon, /JO 
Visual Aru Fac1lnics. 149 

Character printer. 26 
Chamc1eristics (field) 

definition and code. 134. lJJ 
Grants Management System. 127 
Individuals in the Performing and literary Aru. IJJ, JJJ 
lnd1v1duals in the Visual and Media Aru, JJ6. IJB 

Check Date(added field), 74 
Check Number (added field), 74 
Cheshire labels see 4-Up Cheshire labels 
Child (code) 

Audience Type. IJJ. IJB. 161, 164. 167 
Characteristics. 134. IJJ, IJB 

Choral (music code), 117 
Choreographer (code). IJ4 
Cinema (mad code), 113 

definmon, I IJ 
Cuy (field), 72. 73 

Consmuem ltst, 56, 107 
Exh1biuons, Shows, and festivals, 141 . 142 
Gr:ints Management System. 124.131 

Cl:i.ss Jee lnstrucuon I cl:i.ss / lecture 
Codes. 56· 5 7 

discipline code Jee DISCIPLINE (code) 
Exhibitions, Shows, and festivals: 

Ehgibdity. 143 
Pnzes, 143 
Type of Space, 142 

Grants Management System: 
Charactc:risucs, 134 
Type of Activity. 130 

Individuals m the Performing and Literary Aru: 
Audience Type. IJJ 
Charactc:risucs, lJJ 
Type, IJ4 

Individuals in the Visual and Media Am: 
Audience Type. JJB 
Charae1erisucs, IJB 
Type of Anist . IJ7 JB 

Mailing List System, 47-52. 73. 113-18 
modification of, 57 
Performing Aru Facilmes: 

Fly System Type. 147 
1.Jght Board Type. 147 
Organ Type, 147 

Piano Type. 147 
Stage Floor Type, 147 
Stage Type. 146 
Type of Space, 146 

Performing Aru Organizations. 161 
Sponsors I Prc:scntors, 167 
Visual Aru Facilities: 

Security, /JO. IJl·J2 
Type ofLlghting. JJO 
TypeofSpace, IJO 

Vtsual Aru Org:iniz:mons, 164 
College/ University (mail code), 113 

definition, 11 J 
College I university student (code) 

Audience: Type, IJJ, IJ8. 161, 164. 167 
Chamterisucs, 134. JJ.5. JJ8 

Commemahrt gallcry(codc), /JO 
Commwion (field) 

ddimuon, 143 
Exh1biuons, Shows, and Festivals, 141 

Commission (project acuvity code), 130 
Common Business-Oriented language: (COBOL), 29 
Communny Am (code), 113 

"CONTENT' code, 118 
ddimuon, 11 7 
Exh1bmons, Shows, :md Fesuvals, 143 
Gnnts Management System, 130 
lnd1v1dual.s m the Performing and Luc:rary Aru, IJ4 
Individuals m the Visual and Mc:d1:i. Arts. IJ7 
Performing Arts Organizations, 161 
Sponsors I Prc:scntors, /67 
Vtsual Arts Orgamzauons, 164 

Community resources, for system options, 83 
Community Service Organization (mail code), 113 

ddinmon, 116 
Compatib1luy, in arts information systems, 12, 43-4) 
Compliance, wuh Nauonal Standard, 60-61 
Composer (code), 1)4 
Computer informauon systems, 24-31. 86-87 

data base management, 91 
hardware, 26-29 
in-house, 86-87 
manual systems 11erJ11s, 41 
selection capability in, 59 
software:, 26, 29-31 
rurnkc:y, 87 
word prcxcssing systems, 31 

Computer languages see Program languages 
Compummc:mory (light board code), 147 
Computers 

National Standard and, 169 
public aru agencies and, 41 
uses, 24 

Conceptual art (visual aru code), 117 
Jee a/Jo Conceptual artist 

Conceptual arttst (code). IJB 
Concert I performance (project amvny codc:). JJO 
Conccn shell 1u Outdoor amphitheatre or concert shell 
Concrete: (stage floor code), 147 
Conductor (code), IJ4 
Conference see Seminar I conference: 
Congrcss1onaJ District (field), 124 

dcfinmon, 131 
Congressional District of Applicant (field), 70, 73. 122 

definiuon, 128 
Conservation see Repair I rcstorauon I conservation 
Constituent List, 45.47 

Aru Rcsourtc Directory Systems and. )4 
as core of information systems, 47 
as core of NI SP systems, 13 
fields, )6, 72. 73, 107 

abbreviations, 75. 108·1 l 

(commued) 
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Grants Management System and, ~2 
Mailing List System and, 47 

Consultants, as resource for arts agencies. 83·84 
Contact Person (field) 

Ans Resource Directory Systems: 
Exhibnions, Shows, and Festivals. 141. 142 
Performing Arts Fac1lnies, 144, 145 
Sponsors I Presemors, IM, 166 
Visual Ans Facilities, 148, 149 
Visual Ans Organiiauons, 162, 163 

Grants Management System. 73. 122. 127 
Mailing List System, 72, l 12 

Contact Person Home Telephone (field) 
Grams Managemem System, 122, 127 
Performing Am Facilities, 144, 145 
Visual Ans Facilities. 148. 149 

Coman Person Office Telephone (field) 
Performing Arts falilmes. 144, 145 
Visual Ans Facili11es, 148. 149 

Contact Person Telephone (field) 
Exhibitions, Shows, and Fesuvals, 141. 142 
Visull Ans Organizations, 162, 163 

Contact Person Title (field) 
Gran1s Management System. 122. 127 
Mailing List System, 112 
Performing Am Faulitics, 144, 145 
Spon50rs I Presentors , 165, 166 
Visual Ans Faliht1cs, 148, 149 
Visual AmOrgamzauons. 162. 163 

Comemporary(musin ode). IJ 7 
"CONTENT" lode, 4CJ, ~I. 57, 113 

"lhClk-off." use of. 171 
deli n111ons. 118 
Mailing List System. 7 3 

Contracted Services Revenue (field). 125 
definmon, 133 

Convenuon hall see Meeting or convenuon hall 
Corporate Contributions (field), /2J 

definicion, 133 
Corporauon I Busin<'ss (mail code). 113 

definnion, 116 
Corrc:rnonal lnstituuon (mail code). 113 

defimuon, 116 
Cost 

of tnformauon systems, 20·22 
of systems. 88·81J 

Costume dc:'signer ({ode), IJ4 
Countrrwe1gh1 (fly system code), 147 
County (field) 

Ans Resource D1rc:'ctory Systems: 
Exhib111ons, Shows, and Fesuvals, 141, 142 
Individuals m the Performing and Literary Ans, 

72. 1J2. JJ3 
Individuals in the Visual and Media Arts, IJ6 
Performing Ans ~cilni<'s, 144. I4J 
Performing Am Org:miza1ions. 1.59. 160 
Sponsors f Prescntors, / 6J. 166 
VJSual Ans Facil1t1es, 148, 149 
VJSual Arts Organizations, 162, 163 

Grants Managemem System, 124. 131 
Coumy of Applicam (field) 

defin11ion, 127 
Grams Management System. 73. 122 

Crafts (code). 113 
"CONTENT' code. II B 
defin111on _ 117 
Exhibitions. Shows, and Festivals. 143 
Grants Management Syst<'m. 130 
lnd1v1duals ~n che Performing and Lnerary Ans. 154 
lndlVlduals 1n chc Visual and Media Aris. /J 7 
Performing Am Orgamzations. 161 
Sponsors I Prescntors. 167 
Visual Ans Orgamzauons. 164 

Current Year Arts Programming Budget (field) 
d<'finition, 166 
Sponsors I Prc:sentors, 165 

Current Y car Expenditures (field) 
defimuon, 128 
Granes Management System, 121 

Current Year Income (field) 
defin ition, 128 
Grants Management Syscem. 122 

D 
Dance (code). 113 

"CONTENT' code, 118 
defin i11on. 116 
Exh1bi11ons, Shows, and F~"vals. 143 
Grams Managemenr Systen 130 
Individuals in che Performing and Literary Ans, 154 
Individuals in th<' Visual and Media Arts. 157 
Performing Ans Organizauons, 161 
Sponsors I Prc:scntors , /67 
Visual Ans Organizauons, 164 

Dancer(code). IJ4 
Dara base management system, IJ I 
Data collection, m determining input , 7~71 
Data sccurny. 88 
Data storage see Information storage 
Data tesc, IJl ·IJ3 

Ans Resource Directory Systems, 93 
GranLS Managem<'nc System. 93 
Mailing List System . 93 

Date Contract Received (field). 123. 129 
Date Logged Jn (field) 

defiruuon, 128 
Grams Management System. 123 

Dace Received (field) 
defin ition, 128 
Grants Managem<'nt Sys1em. 74, 123 

Date Repon Due (field) 
definition. 129 
Grants Management System, 68, 74, 123 

Date Report Rec<'ived (field) 
definition, 129 
Grants Management System, 68, 74. 123 

Dead-hung Lines Jee Number of Dead-hung Lines 
Deadline for Entry (fidd) 

definition. 142 
Exh1bmons, Shows. and Fesdvals, 141 

Deaf see Hcarmg 1mpair<'d 
Dcpthof Scage(field), 144 

definition, 146 
Design see Architecture I Design 
Dcsign<'r Jee Architect I designer 
Dcs1gnmg systems. 75·81 
Disabled f H:mdtcapped (mail code). //J 

"CONTENT' code, 118 
DISCIPUNE (code), ll3 

Ans Resource Directory Systems-
Exh1bi11ons. Shows, and Festivals, 141 , 143 
Individuals m the Performmg and l.11erary 

Arts, 72, IJ2. 154 
Individuals in the Visual and Media Ans, 1J6, 157 
Pcrformmg Ans Orgamzauons, IJ9. 161 
Sponsors f PreS<'ntors, 165, 167 
Visual Arts Organizauons, 162, 164 

definitions, I l 6-l 7 
Grants Management Sysiem, 71, 74, 124, 130 
Mailing List Syst<'rn, 49, ~ l 
selection by, 170 



Diskc:m:s, 28 
DISk.s, 28 
Display Cases (field), 149 

ddimtion, /JI 
Display panels JU Ponable Display Panels 
Documentation JU ldentifKation I documentation 
Documenting systems. 94·96 
Dot-matrix printer. 26 
Drapery (field), 14J 

dc:finnion, 147 
Drcssmg arc:is Jet Other Dressing Areas Capacity; 

Regular Dressing Rooms Capacity 

E -
Edge-notched cards JU McBee: Keysort system 
Educ:mon (mail code), 113 

definition, 114 
Elc:cmc winch (fly system code), 147 
Elcctromc (light board code), 147 
Electronic (organ type: code:), 147 
Elemomc information systems ut Computer 

information systems 
El1g1bility (field) 

definition and code, 14J 
Exhibitions, Shows. and Festivals, 141 

Emotionally and mentally disabled (code) 
Audience Type, 1JJ. IJ8, 161, 164, 167 
Characteristics, IJ4, JJJ, 1J8 

Enamc:hst (code), JJ7 
End Date (field) 

Exhibitions, Shows, and Festivals, 141, 142 
Grants Managc:mc:nt System, 74, 124, 129 

Entry Fee (field) 
dc:finnion, 143 
Exh1bi11ons, Shows. and Festivals. 141 

Ethnic/ folk (music code:). J17 
Ethnic I folk I jazz (dance: code:), J16 
Ethnic/ Mmomy (m:ul code), 113 

"COl'ITENT'codc:, 118 
Exhibnion (project activity code:), I JO 
Exh1b11ions 

JU also Galleries for T c:mpor:i..ry Exhibitions 
Exh1b11ions, Shows. and Festiv:ils (Arts Resource 

Dirc:ctory System) 
fields, 141 

definitions, 142·43 

F -
FEI or Social Security Number (field) 

dc:finmon, l 28 
Grants Management System, 122 

FORTRAN (Formula Translating System), 29 
Fae1li11cs JU Performing Arts Facilities; Visual Ans Facilities 
Fac1hty design, construction, maintc:mancc: 

(pro)Cct amvny code). 130 
Fair I Fesuv:il (mail code:), l 13 

dc:finiuon, 11 J 
Fair I festival (pro~ct activity code), 130 
Fairground grandstand (code:), 146 
Federal Employer ldenufication Number Ju FEI 
Fellowship JU Awud I Fellowship 
FcsuvalsJtt Exhibitions, Shows, and Festivals; Fair /festival; 

Fair I fest ival 
Fibc:r artist (code), IJ7 
Field 1cst, of forms, 91 

Fields, 56 
abbreviations, 75, 108·1 J 
Ans Resource: Directory Systems, 72 

Exhibitions, Shows, and Fc:stivals, 141·43 
Individuals in the Performing and Literary Ans, IJ2·JJ 
Individuals in the Visual and Media Ans. JJJ. JB 
Performing Arts Facili1~. 144-48 
Performing Arts Organizations. JJ9·61 
Sponsors I Prcsentors. 16J-67 
Visual Ans F:icilitic:s. 148-J2 
Visual Ans Organizauons, 162·64 

constituent, :lS "Type Required," 56 
Constituent List, 107 
date, :lS "Type: Required," 56 
in determining system input, 68· 74 
Grants Managc:mc:m System, 73-74, 122·27, J27·3J 
Mailing List System. 72-73, JJ2 
Necessary, 59-60 
numeric. 56 
Optional, ~9·60 
order of, in National Standard, 169 
required, 56 
size of, 56, 169 

de1c:rminmg, 75 
tC'Xt , 56 
use of, in sys1em documematiort, 170 

Film 
JU also Publication I recording I film 

Film(mediaattscode), 117 
ftlmmakc:t(code). /J7 
"Fim Name:." as field, 170 
Aexiblc: (stage: type: code), 146 
Ac:xiblc: black box theatre (codc:), 146 
Aoppy disks. 28 
Auorescent (lighting code:), J JO 
Ay System Type: (field), 14J 

definition and code:, 147 
Folk Ans(codc:). l/J 

"CO!'ITENT' code. 118 
ddimuon. 117 
Exh1b1t1ons, Shows, and Fesuvals, J 43 
Grants Management System. IJO 
lnd1v1duals m the Performing and l.11c:rary Alts , 1J4 
lnd1v1duals m the V1Su:1I and Mc:d1;i Ans, JJ7 
Pc:rformmg Ans Orgamzauons. 161 
Sponsors I Prcsc:ntors, 167 
Visual Ans Orgamz;iuons. 164 

Folk d:ince 1u Ethnic I folk I jazz (dance code) 
Folk music JU fahmc I folk (music code) 
Follow spots Jtt Number of Follow Spots Available 
Forms design. 70-7 1 
Formula Translaung System (FORTRAN), 21) 
Foundauon (mail code), 113 

dc:fimuon, 116 
Foundauon Grants (fic:ld), 12J 

definiuon, 133 
4-Up Adhesive: Labels (report) 

M:11lmg l.tst Sys1c:m. 120 
4-Up Cheshire: Labels (report) 

Matlmg l.tst System, 120 
Fretted instrument player(codc:), JJ4 
Full-ume Personnel (field) 

Grants Management System. I 2J 
dcfinmon, I 3J 

FUNcnON (code:), 49. ~I. 113 
dcfimuons. I 14 

Fundmg (mail code:), I IJ 
dc:finmon, 1I4 

Funding. of the ans 
mformauon S)'Stems and, 34 

179 



180 

G -
Galleries for Temporary Exh1biuons (field) 

definition, /JO 
V1Sual Ans Facilities, 149 

Gallery (code) 
Exhibitions, Shows, and Festivals, 142 

Gallery, commercial see C.Ommcrcial an gallery 
Gallery I Exh1biuon Space (mail c.ode), I I 3 

definition, 11 J 
Gallery in an museum (code), /JO 
Gallery in business building (code), /JO 
Gallery in community ans center (code), /JO 
Gallery in historical museum (code), lJO 
Gallery in library (code), /JO 
Gallery in other public building (code), /JO 
Gallery in school/ college I universiry (code), /JO 
Glassblower (code), JJ7 
Governmcnt- C.Oumy (mail code), 113 

definition, 114 
Governmc:nt- Execurive (mail code), 113 

definirion, 116 
Governmem - Fc:det:il (mail code), I 13 

defimtion, 114 
Government - Judicial (mail code), 113 

dc:finiiion, 116 
Government- Legislative (House) (mail code), I 13 

dcfinirion, 116 
Govc:rnmem- 1.cgislauvc: (Senate:) (mail code), I 13 

definition, II 6 
Governmem - Municipal (m:11l code).113 

dc:finiuon, II 4 
Government - Regional (mail code). 113 

definition, 114 
Governmem - Stale (mail code), 113 

definition, 114 
Government Grants- Federal (field), 12J 

definition, 133 
Government Gt:ints- Loc:U (field). 12J 

definition, 133 
Government Grants- Stale I Regional (field). 12J 

definition, 133 
Grand (piano type code), 147 
Gram Amount Requested (field), 74, 12J 

definiuon, 133 
Grant Amount Spent (field), 74. 127 

definmon, 134 
Gram Award (field). 68, 74, 123 

dc:finirion, 129 
Grant Award Dace (field), 123 

defimcion, 129 
Grants Management System (Nauonal Standard). 45. 

52. 122-40 
choosing system methods, 90-91 
C.Onstituc:m List and, 45-47 
designing system, 79-81 
determming input for. 73-74 
determmmgoutput for, 68 
d1SCominuing previous system, 100 
documenting system, % 
fic:lds, 73-74.122·27 

definitions, 127-JJ 
operaung parallel systems. 100 
reporu, 138-40 
scheduling input for, 71 
selections, 13J-37 
testing system, 93·94 
training users, 97, 98 

Grants management systems, 12-13, 45, 52 
Graphic artist (code), 1J7 
Graphic designer (code:), /J7 
Graphics(visualartscode), 117 

see also Graphic artist; Graphic designer 
Grid Height (field), 14J 

defimuon, 146 
Gymn:uorium (code), 146 

H 
Handicapped see D1Sablc:d I Handicapped 
Hard copy, 26 
Hardware:, 26·29 

input and output devices , 26 
procasors, 28-29 
storage devices, 28 

"Hassle quotient," 41 
Health Care factlny (mad code), l 13 

ckfimtion, 116 
Hearing impa11ed (code:) 

Audience Type, JJJ. IJ8, 161 , 164, 167 
Characteristics, 134. /JJ , JJ8 

Hemp (fly system code), 147 
High security (code), /JO, /Jl 
Hispamc (code) 

Audience: Type, /JJ, IJ8. 161. 164, 167 
Characterisucs, 134. IJJ . JJ8 
definition, 134 

Hisiorical Society I C.Omm1SSion (mad code). 113 
definition. 116 

Holography see Video 
Home T clcphone (field) 

Individuals in the Petformmg and J..11er:1ry Arts, 
72, IJ2, 1J3 

lnd1vicluals in the Visual :ind Media Asts, /JJ, /J6 
Hotel ballroom wnh permanent stage (code), 146 
Humanities (code), 113 

"CONTENT' code:, 118 
dctinmon. 117 
Exh1b11ions, Shows, and Fesuv:ils, 143 
Grants M:magc:mc:nt System. 130 
Individuals in the Perfo1mmg and l.Jterary Arts, IJ4 
Individuals m 1hc: V15ual and Media Asts, 1J7 
Performing Ans Org:imzauons, 161 
Sponsors I Prc:sc:ntors, 167 
Visual Arts Orgamzauons, 164 

Humanities Counce! I Agency (mail code), //J 
definition, 116 

Humannics Service I Advocacy (mail code), l 13 
dc:finnion, 114 

Humidity C.Ontrol (field) 
definition , l JO 
Visual Arts Faciliucs, 149 

I 
ldemifii;ation/documemation (project activny code), 130 
lncandcsc1:m (lighting code), /JO 
Incorporation or Binh Date (field) 

defimuon, 128 
Grants Management System, 122 

Individual (field) 
Individuals in the Pc:rformmg and Literary Arts, 

72. IJ2, 1J3 



lndividual(mail code), 113 
definition, 114 

Individual-Artist (mail code:), 113 
definition. 115 

lnd1v1dual-Non-anist (mail code:), 113, 115 
Individuals in the: Performing and Litc:r:uy Ans 

(Ans Resource: Directory System), 72 
fields, 152-53 

definitions, 153·.55 
Individuals in the Visual and Media Ans 

(Ans Resource: Directory System) 
fields. 1JJ.J6 

definitions, JJ6-58 
Individuals to lknefo (field) 

definition, 133 
Grants Managc:mc:nt System, 125 

Information och:mgc: 
see 11/Jo National Standard for Ans Information &change: 
national. standard systems for, 12·13 

Infornution grouping, n 
Information manipulauon, 77 
Information reporting, 77 

see also Ourput; Rc:poru 
Information storage: 

in c:lc:ctronic information systems, 28 
in manual information systems, 22 
in mechanical information sysrc:ms. 24 
planning for, in systems design. n 

Information systems 
see al10 Narional Standard systems 
accuracy and c:ffJCicncy in, 20 
compatibility. 12 
cost of, 20-22, 88 
dc:cc:ntralizc:d, 3 ). 36 
definition, 20-22 
c:lc:ctronic, 24-31, 86-87 

see also Computer information systems 
manual, 22-24 

see al10 Manual informauon systems 
mechanical. 24 
nc:c:d for, 19 
in public arts agc:ncic:s, 33-41 

dcvc:lopmc:nt, 3) 
improvc:mc:nt of. 38-41 
nc:c:d for improved sysrc:ms. 35·38 
nc:c:d for information, 33-3) 

spc:c:d as factor in. 20 
rypc:s . 20 
uscs,20 

In.house: computers, 86-87 
In-kind Capital &pc:nditurc:s-Acquisirions (fic:ld), 124. 

132 
In-kind Capital &pc:nditurc:s-Othc:r (field), 125, 132 
In-kind Marketing (fic:ld), 124, 132 
In-kind Outside: Professional Sc:rvicc:s -

Artistic (fic:ld), 124, 132 
In-kind Outside: Professional Sc:rvicc:s-

Othc:r (field), 124. 132 
ln·kind Pc:nonnc:l-Administmivc: (fic:ld), 124, 132 
In-Jc.ind Pc:nonnc:l-Anistic(fic:ld), 124, 132 
In-kind Pc:nonnc:I-Technical I Production (field), 124.132 
ln·kmd Remaining Operating Expenses (fic:ld), 124. 132 
In-kind Space: Rental (fic:ld), 124. 132 
In-kind Travc:I (fic:ld), 124, 132 
Input 

data collc:ction for. 70· 71 
dc:tc:rmining rc:quirc:mc:nts for. 68· 74 
editing and proofr~ding, 70-71 
scheduling, 71 

Input devices, 26 

Institution I Affiliation (fic:ld) 
lnd1v1duals in rhc: Performing and Literary Alts, 152. IJ3 
Individuals m the: Visual and Media Ans. 1J6 

INSTITIJflON (code:), 49, H. 113 
definitions, 1JJ·16 

lnsmution I organiz:mon c:stablishmc:nt (project 
acuvirycodc:).130 

lnstitulion I organizauon support (project 
activity code:), 130 

lnst1tutionalizc:d (code) 
Audic:ncc:Typc:, 155, 158.161, 164, 167 
Charactc:rtstK:S, 134. 155. JJB 

Instruction I class/ lc:cturc: (pro1ect activity code), 130 
Instructional pubhc:uion (project activity code:), 130 
Interested in rhc: Aru (mail code:). I 13 

definition, 114 
lntc:r-mc:dia (visual arts code). 117 

see also Inter -media artist 
lntc:r-mc:dia artist (code:), JJB 
lnvitauonal ( c:hg1 bility code:) 

&h1bitions, Shows, and Fc:suvals, 143 

J -
Jazz (dance) see Ethnic I folk I jazz 
Jazz (music code). J 17 
Junc:d (c:ligibilny code:) 

Exhibitions. Shows. and Fc:suvals. 143 

K -
K(luloby1e). 29 
Keyboard mmumc:ntalist (code:), JJ4 
Keyboards (computer), 26 
Keypunch machine, 26 
Kc:ysort system, 22·24 
IGlobytc(K). 29 

L -
I..abc:ls 

Gr:mu Management System report, 138 
Mailing Ltst System rc:poru, 120 
suppression of lc::Ls1 usc:d fic:ld on, 171 

Largest Fc:c: Paid for One: Event ( fic:ld) 
dc:finnion. J 66 
Sponsors I Prc:sc:ntors. 165 

"U.st Name," as fic:ld , 170 
Lc:arhc:rworkc:r (code:), 157 
Lc:c1ure 1ee Instruction I class / lecture: 
L:cturc: hall with permanent stage: (code:), 146 
Lc:gislauvc: Dtsmct (House:) (fidd). 124, 131 
Lc:gtslative Dtstrict (Senate) (fic:ld). 124, 131 
Legislative: Dmrict of Applicant (House:) 

(fic:ld), 73. 122, 128 
Lc:gislauve Districc of Applicant (Senate:) 

(fic:ld), 73. 122. 128 
l.Jbrary (mail code:), 113. 116 
Light Board Typc:(fic:ld). 14J 

1ee also Accommodates Portable: Light Board 
dc:finmon and code:. 147 
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Ligh1jng 
see also Type of Lighting 

Ligh1ing designer (code), U4 
Lighting lnstrumems Available (field). J4J 

definition, 147 
Lighting technician (code), IJ4 
Limi1ed security (code). JJO, 1J2 
Linc primer, 26 
Lincssu Number of Dead-hung Lines; Total Number 

of Lines 
List (report) 

Mailing List System, I 21 
Literary aru see Individuals in the Performing and 

Licerary Ans 
Literary Map.zinc: (mail code:), 113 

definition, 11J 
Literature: (code:), 113 

"CONTENT" code:, I 18 
definition, 117 
Exlubmons, Shows, and Festivals, 143 
Grams Management System, 130 
Individuals in the Performing :ind Literary Ans. JJ4 
Individuals in the Visu:il and Mcdi:i Ans, 1J7 
Pc:rforming Arts Organizations, 161 
Sponsois I Prcscmors. 167 
V1Sual Ans Organiz:itions, 164 

LDbby in public building (code:) 
Visual Ans Facilities, /JO 

Loc:uion (field) 
Exhibitions, Shows. and Fcstiv:ils, 141, 142 

M 
MB {megabyte), 29 
McBee Keysorr sys1c:m, 22-24 
Magnetic t:ipe. 28 
Mad Code(ficld), 112-13 

see also "CONTENT" code; "TARGET' code 
dcfin11ions, 114-18 
sclecuon by. 170 

Mailing List System (Narional Standard), 45. 47-52, 112-21 
choosing system methods. 90 
codes see Mail Code 
Consmuem List and, 45 
designing system, 78· 79 
decermining input for, 72·73 
determining oucpuc for. 67 
d1SCominuing previous system, 100 
documenting syscem, 96 
fields, 72-73. 112 

definiuons, 112 
opera ring parallel systems, I 00 
questionnaires for daca collection, 54 
rc:pons, 120-21 
scheduling input for, 71 
selections, I 19 
tcscingsys1em, 91·93 
training users. 98 

M:uhng list systems, 12· 13. 45, 47·49 
soflW:lfe for, 29·31 

Makeup designer (code). I J4 
Manual information systems, 22-24 

clerical activities in, 22 
components, 22 
computer systems 11ersus. 41 
field sizes in. 75 
mforma1ion s1oragc: in, 22 
selection capability in, 59 

Manual winch (fly system code), 147 
Marke1ing (field) 

definition, 131 
Gr:inu Management System, 124 

Marketing (project activity code), /JO 
Marley-type Floor Ava11ablc (field). 14J 

definition, 147 
Mechanical informaoon systems, 24 
Media (mail code). 113 

definmon. 114 
Media - Darty Newspaper(mad code). 113. 116 
Media - Periodical (matl code). II3 

definiuon, 116 
Med1a - Radio(mailcode), l1J . /16 
Media- Tclcvision(mail code). 113, 116 
Media- Weekly Newspaper (mail code), 113. 116 
Media anis1 su Visual I Media Artist 
Media ans 

see also Individuals in the Visual and Medi:i Ans 
Media Ans (code). 113 

"CONTENT' code, 1 IB 
definition, 117 
Exhibnions, Shows, and Festivals, 143 
Gnnts Man:igement System, I 30 
Individuals m 1hc: Performing and Li1erary Ans, IJ4 
Individuals in the Visual and Media Ans, IJ7 
Performing Ans Organiutions, 161 
Sponsors I Prcsentots, 167 
Visual Ans Organizations, 164 

Meeting or convention hall or spons arena with 
permanent stage (code), 146 

Meeting Rooms for Filnu (field). 149 
definition, JJO 

Megabyte(MB), 29 
Members only (c:ligib1hty code) 

Exh1bi1ions, Shows, and Festivals, 143 
Memory (computer). 28-29 
Mentally d1Sabled see Emotionally and mentally disabled 
Metalsmuh (code), IJ 7 
Mimc{codc) 

Individuals in the Performing and Literary Ans. JJ4 
Mailing List System, 117 

Mmoriues see Ethnic I Minority 
Mocleme secumy (code), /JO, /JI 
Modern(d:utcecode), /16 
Money (prizes code) 

Exhibitions, Shows, and Fesuvals, 143 
Mosaic artist (code), /J7 
Mulu-dcsciplinary (code). I 13 

~CONTENT' code. 118 
definition, 117 
Exhibitions, Shows. and Fc:suvals. 14J 
Grants Management System. 130 
Individuals in the Performing :ind Literary Ans, IJ4 
Individuals in thc: V1Sual and Media Ans, 1J7 
Performing Ans Orgamzauons, /6/ 
Sponsois I Present ors. I 67 
Visual Ans Organizations, 164 

Multi-purpose aud1tonum with fly lof't space («xk) 
Pc:rformmg Ans Facdmes, 146 

Multi-purpose auditorium with st:ige but no fly loft 
space (code) 

Performing Ans Facilities, 146 
Museum- An (mail code), I JJ 

definition, IIJ 
Museum- Other (mad code), II3 

definition, 1 lJ 



Music (code:), J/3 
"COf>ITENT' code: , 118 
definition, 117 
Exh1bmons, Shows, and Festivals, 143 
Grants M:magc:mc:nt System, /30 
Individuals in the: Performing and Litemy Ans, IJ4 
lnd1v1duals in the: Visual and Media Ans, JJ1 
Pcrformmg Ans Organizations, 161 
Sponsors I Prcsc:mors, 167 
Visual Ans Organizacions, 164 

Musical thc::urc: ( thc:attc: code:), 117 

N -
NASAA JU National Asscmbly of State Ans Agencies 
NISP Jtt Nauonal Information Systems Proji:ct 
N:uls Allowcd in Wall (field) 

definiuon, lJO 
Visual Arts F:icilities, 149 

Name (organization or i'ld1V1dual) (field), 72, 73 
Consmuem List, 107 
use: of asterisk in, 170 

Name ofShow(fidd) 
dc:finnion, 142 
Exhibiuons, Shows, and Fesuvals, 141 

National AsscmblyofState Ans Agencies (NASAA), 12 
Policy Committee, 8, 13 
Working Group, 8, 13, 14 

National Endowment for the: Ans, 7 
use: ofNauonal Standard data, 61 

National Information Systi:rns Proiect (NISP), 11-1 ~ 
accomplishments, 1 ~ 
background, 11·12 
compatibility and , 43.45 
fc::is1btl11y study. 11· 12, 43-44 
future: prospects, 15 
goals , 12·13 
index of information systems, 15, 83 
mandate of, 44 
methodology, 13-15 
PrtltmmmyRtpon, 14, /0J 
purpose: , 12, 44 
"Selections" and "Reports," /OJ 
structure, 13, 14 

National Standard for Ans lnformauon Exchange, 
13, 43-61, lOJ -67 

JU also National Standard systems 
changing, 169 

procedure for , 61 
compliance: with, 60·61 
programming notes, 169-71 

National Standard systems, 4 5· 54 
Arts Resource Directory Systems, 52.54 141·67 

Exhibitions, Shows, and Festivals, 141-43 
Individuals in the: Performing and Litemy Ans, IJ2-JJ 
lndJYiduals in the V1SUal and Media Ans, IJJ.J8 
Performing Arts Facilities, 144-48 
Pcrforming AJts Organizations, 159-61 
Sponsors I Prc:scmors, 165-67 
Visual Ans F:icilitic:s, 148-J2 
Visual Ans Organizations, 162-64 

components, S4·60 
codes. S6·H 
ficlds, 56 
Necessary, 59·60 
Optional, 59·60 
reports, 59 
sclc:cuoru, 57·5') 

Constitucm List, 45-47. 107-11 
Grams Managc:mi:nt System, 52, 122-40 
1mplcmemauon, 63· 100 

choosing methods, 83-91 
designing system, 75·82 
determining input . 68·74 
dctermmmg output, 65·68 
d&onunuing prcvwus system, 100 
documcming systcm, 94·96 
oper:iting parallel systems. 98· l 00 
preliminary tasks, 38·39. 64 
testing syn cm, 91 ·94 
training users, 96·98 

M:iiling List System, 47·52, 112·21 
N:uur:il ( lighung code:). 1 JO 
Necessary fidds I sclccuons I reports, 5'J·60 

rn determmmg system mpu1, 70 
rcplaung or redefining, 60 

New England Foundauon for the Ans, 12 
Ncwslmer (sample mail code), I 13 

~CONTENT' code, 118 
Newspaper Ju Media htadmgs 
Next Year Expenditures (field) 

definition, 128 
Gr:1nts Management System, 122 

Not Year Income (field) 
dcfimtion, 128 
Grants Management System, 122 

Nightclub JU Restaurant or nightclub 
Non-arts / Non-humanities (code) , 113 

definiuon, 117 
Exhibiuons, Shows, and Festivals, 143 
Gr:tnts Management System, 130 
lndividu:ils in the Performing and Litcmy Ans, JJ4 
Individuals 1n the Visual and Media Ans, JJ7 
Pcrformmg Ans Organizations, 161 
Sponsors / Prcscntors, 167 
Visual Ans Organizauons, 164 

Nonprofit Stacus (field) 
Ju a/Jo Organization - Nonprofit 
Exhibitions, Shows, and Fesuvals, 141, 142 
Performing Arts Organizauons, IJ9. 160 
Sponsors I Prcsc:ntors, /6J, 166 
Visual Ans Organi22tions, 162, 163 

Notification Date (field) 
dcfinnion, 129 
GCllnts Management System, 123 

Number of Dcad·hung I.mes (field) 
definition, 147 
Performing Ans Facilitics, 14J 

Number of Follow Spots Availabli: (field), 14J 
definition, 147 

0 -
Online processing, 86 
Open (eligibility code) 

Exhibitions, Shows, and Festivals, 143 
Opera (code), 113 

"CONTENT' code, 118 
definition, 117 
Exhibitions, Shows, and Fcstivals, 143 
GCllnts Management System, /JO 
lndivi<luals in the: Pcrforming and litcmy Ans, 1J4 
Individuals in the Visual and Media Arts, IJ7 
Pi:rforming Ans Organi22tions, 161 
Sponsors I Prc:scmors, 167 
VJSUal AnsOrganiiations, 164 
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Opiional fic:lds I sc:lcctions I reports, 59-60 
m determining sys1em input, 70 
replacing or redefining, 60 
uscof, 171 

Orchestra Pit Size (fie Id), 14 5 
defin11ion, 147 

Organ Type (fic:ld), 145 
dcfinmon and code, 147 

Organizacion (field) 
Performing Ans Organiz:nions, /J9. 160 
Visual ArtsOrganiz:nions, 162, 163 

Organimion - Nonprofo ( matl code), 113 
dcfinuion. 114 

Orgamz:uion - Profo (mall code). 113 
definmon, 114 

Other Dressing Areas Capacny (field), 145 
ddinmon, 148 

Other Private Conmbuuons (field). 125 
definition, 133 

Other residency (project xtivity code), 130 
Other Revenue (field), 125 

ddinnion , 133 
01her Space (code) 

Exhibitions, Shows, and Fcsuvals, 142 
Other Telephone (field) 

lnd1V1duals m the Performing and Lnerary Ans, 
72. 152. 153 

Individuals m the Visual and Media Ans, IJ5. 156 
Ou1door (code) 

Exh1b111ons, Shows, and Fesuvals, 142 
Ou1door amphitheacre or concen shell (code), J 46 
Outdoor bandstand (code), 146 
Outdoor-covered (code) 

Exh1biuons. Shows. and Fesuvab, 142 
Outpu1 

see also Reports 
Aris Resource Duce1ory Systems, 77-78 
determining specifications for, 65-68 
Grams Management System, 79-81 
M:ulmg List Sys1em, 78·79 
as pubhc inform:mon , 67 
schedulmg. M 

Outpu1 devices, 26 
Outside Profc:ssional Sc:rv1ces - A rustic 

(field). 124 
defimtion, 131 

Outside Professional Services - Other (field). 124 
defim1ion, 131 

p -
P:icrlic Islander see Asian I Pacific lsl:inder 
Pam1er(code), 157 
Painung (visual arts code), 117 

see also Painter 
Panel Material (sample mat! code), 113 

"CONTENT' code. 118 
P:inc:I Recommendation (added field) , 74 
P:ipcrmaker (code), 158 
Parallel systems operauon. ')8- l 00 
Parks and Recrcauon (m:ul code). 113 

ddimuon, 116 
Pan-1ime Personnel (field). 125 

definmon, 134 
P:iyee (field) 

definnion, 129 
Grants Management System, 123 

Pedestals ue Sculpture Bases or Pedestals 
Perrussioni.n (code), 154 
Pc:tformance see Concen I performance 
Performance (systems). 88 
Performance an (visual ans code), 117 

Jet dso Performance anise 
Performance arust (code) , IJB 
Performance F:ictl1ty (marl code), 113 

definition. 115 
Performing arts 

see aim Individuals in the Performing and Li1erary Arts 
Performing Arts Fac1lnies (Ans Resource Directory System) 

fields, 144-45 
definmons, 145·48 

Performing Ans Organizations (Arts Resource 
Duectory System) 

fields, JJ9 
definitions, 160-61 

Performing Group(ma1I code), IJJ 
definnion, 115 

Performing Group - College I Un1versny (mad code), 113 
definition, 1 IJ 

Performing Group- Communny (mail code), 113 
definnion, 115 

Performing Group - Youth ( m:ul code), 113 
definmon, I JJ 

Periodical see Media - Periodm1I 
Permanen1 Scaung (field) 

definition. 146 
Performing Arts Fac1l1ties, 144 

Personncl - Admimsuauve (field). 124 
definnion. 131 

Personnel - Anistic(fiekl), 124 
definmon. 131 

Personnel - T cchnical I Producuon (field), 124 
definnion, 131 

Photographer (code), 157 
Photography (code). 113. 117 

"CONTENT' code. 11 B 
Exh1b11ions, Shows, and Festivals. 143 
Grants Management System, 130 
lnd1viduals m rhc Performmg and Literary Ans, I 54 
lnd1v1duals m the VJSual and Media Am, IJ7 
Performing Ans Organtzauons, 161 
Sponsors I Prcscmors, 167 
Visual Arts Orgamz:mons, 164 

Physically d1Sa bled (code) 
Aud1enceType, /J5, /JB, /61 . /64, /67 
Charatter1S11CS, 134. 155. IJ8 

Piano Type (field). 145 
definmon and code, 147 

Pipe (organ type code), 147 
Planning see Research I planning 
Playing Arca Width (field). 144 

defini1ion, 146 
Playwright (code), IJ4 
Poet see Wri1er I poet 
Popular(musiccode). 117 
Portable 01Splay Panels (field) . 149 

definmon, 1 JO 
Pre/1m111ary Report (National I nfotmauon Systems 

Project). I~. /OJ 
Presenting Orgamzauon (field) 

definnion, 142 
Exhtbmons, Shows, and Festivals, 141 

Presenter see Sponsor or Present or 
Press Releases (sample mail code). 113 

"CONTENT' codc, 118 
Previous Year Asts Programming Budget (field) 

definition, 166 
Sponsors I Prescntors, 165 



Previous Number of Entries (field) 
definmon, 14J 
Exhibitions, Shows, and Fesuvals. 141 

Previous Year Expendnurcs (field) 
defim11on, 128 
Grants Management System, 122 

Previous Year Income (field) 
definmon. l 28 
Grants Management System, 122 

Printer I binder/ typographer (code), 1J8 
Printers (computer), 26 
Prizes (field) 

definmon and code, 14J 
Exhibmoos, Shows, and Festivals, 141 

Process fields (Grants Management System). I 2J 
definitions. 128·29 

Processors, 28-29 
Prod1Ker Jee Arust I Producer 
Production manager (code), 1 J4 
Profession:il Association JU Union f Professional Assoc1:111on 
Professional support - :1dmims1mive (pro1cct 

amv11y code), 1 JO 
Professional support - amsuc (project amvity code). 1 JO 
Program (field) 

definmon, 128 
Grants Man:igemcnt Systcm, 123 

Program Joformauon (s:1mple m:ul code), 1 /J 
"COf'ITENT' code, 118 

Program languages, 29 
N:111onal Standard and, 169 

Progmns (computcr), 26, 29·3 I 
Pro1cc1 acuvmcs see Type of Acuvny 
Proiect Budgct Report (report), 1 J9, 140 
Proicct Director (field), I 2J 

deft nm on, 129 
Project Director Telephone (field), 124 

definuion. 129 
Proicct Director Tnle (field), 124 

defimuon, 129 
Proicct fields(Grams Managemcm System). 123 2J 

defimuons, 129 34 
Proicct Title (field), 123 

definnmn, 129 
Proiected Number of Enmes (field) 

ddiniuon. 143 
Exh1bi11ons, Shows. and Fcsuvals. 141 

Property designer see Set I property designer 
Property technician (code), JJ4 
Proscenium (stage type code), 146 
Proscenium theatre convertible 10 thrust s1:1ge 

see also Tradmooal proscenium theatre 
Performing Ans f.mlmes. 146 

Provider of Services (field), I 2J 
definiuon. 134 

Public aru agencies 
improving information systems m, 38·4 I 
mform;mon needs, 11, 33·35 
need for improved systems m, 35·38 
programs and services. 11. 33 
resources for choosing system methods, 83·85 
systemcompaubility and. 12. 43.45 

Pubhc aru structure, tn Un11ed St;i.tes, 33 
Publicauon I recording I film (proiect acuvny code), /JO 
Punched cards, 28 
Puppet (theatre code), 117 
Puppeteer (code), JJ4 
Purchase ;i.wards (prizes code) 

Exh1b111ons, Shows, and Fesuv;i.ls. 143 

R -
RFP(Requcst for Proposal), 84, 90 
Radio 

Jee also Media- Radio 
Radio(mcdiunscodc), 117 
Recttal see Solo I recital 
Recital h;i.11(code),146 
Recording see Pubhc:iuon I recording I film 
Region (field) 

Exh1bi11ons, Shows, and Fesuvals, 141, 142 
Grants Management System, 124. IJI 
Individuals in the Performing and Literary Arts. JJ2. 1J3 
Individuals m the Visu:al and Media Arts, JJ6 
Performing Aru faCJlmes, 144, 14J 
Performing Arts Organizations, JJ9. 160 
Sponsors / Pr~mors, /6J. 166 
Visual Arts F;i.c1htics, 148. 149 
V1Sual Arts Organizations, 162. 163 

Rcg10n of Apphcant (f1eld) 
defin11ion. 128 
Grants Management System, 122 

Regul;ir Drcssmg Rooms Capamy (field), 14J 
definition, 148 

Religious Orgamzation (mail code). //J 
dcfinmon, 116 

Rem;unmg Opct.mng Expenses (field). 124 
ckfin11ion, IJ2 

Rep:11r I restorauon I conservatton (proiect acuvny code), /JO 
Report fields (Grants Management System), 126-27 

definmons, /J4·JJ 
Rcpons. 59 

see also Output 
Arts Resource Directory Systems. 77·78 
format. 77 
Grants Management System, 80·81, 138-40 
Ma1lmg L!St System, 78-79. 120-21 
Necessary, ~9-60 
Opttonal, ~9-60 
sclecuons and, 170 
use of, m system documemauon, l 70 

Request for Proposal (RFP), 84, 90 
Research I planning (proicct amvny code). JJO 
Resistance (light board code). 147 
Restaurant or nightclub with permanent stage (code), 146 
Restor:mon see Repair I restorauon I conscrvauon 
Ribbons (pnzes code) 

Exh1bmons. Shows, and Fcsuvals , 143 
Runbook.94 

Ans Resource Directory Systems. <)6 
Grants Management System, 96 
Mailing List System, 96 

Running Feet for Temporary Exhtbmons (field) 
dcfinmon, /JO 
V1Sual Arts Facilities, 149 

"Running parallel," 98-100 
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s -
SITI:Ssu Smnhsonian lnmtuuon Traveling Exhib111on 

Service 
School - Elementary (mail code), J 13 

definition, 115 
School - Middle(mail code), //3 

definition, J 15 
School- Other (mail code}, I /J 

definition, 115 
School - Parent - Teacher Assoc1a11on (mad code), 113 

defimuon, 115 
School - Secondary (mail code), ll3 

definition, /JJ 
School - Voca11onal /Technical (mall code), l/3 

definition , 115 
School District (mail code), 113 

definition, 115 
School residency (project acuvuy code}. 130 
Scriptomauc addressing system, 24 
Sculptor (code). 157 
Sculpture: (visual arts code), 117 

set also Sculpior 
Sculpture B:isc:s or Pedestals (field), J 49 

dc:fin111on, 151 
Scatmg capamy see Addmonal Scat mg. Permanent Scaung 
Secondary school studcm (code:) 

Aud1cnceTypc, /5J , /J8. 16/, 164. 167 
Chatactenmcs, 134, 1)5 , 158 

Scrnmy (field) 
dcfimuon and code, /JO. 151 52 
Visual Ans Faciliuc:s, 149 

Sccumy. of data . 88 
Select (system process) 

definition, 77 
son versus, ~9 

Sclccuons, 57.59 
Am Resource D1rccwry Systems, 77-78 
Grants M:magemc:m System. !10, 135 37 
M:uhng Lm S)·stc:m, 78· 79, 119 
Necessary, ~9-60 
Opuonal, 5'J.(i0 
re pons and. 170 
use of, in system documentauon. 170 

Seminar I conference (project awvny code), 130 
Senior citizen (code) 

Aud1enceTypc, /JJ, 158.161, 164, 167 
Chmctensucs, 134, 155 . 158 

Senior Cu izens ( m:ul code). 113 
"CONTENT' code. 1/8 

ScniOr Cuizens' Center (mail code:), 113 
definnion, //6 

Service burc:ius, 86·87 
Service provider su Provider of Services 
Set I property designer (code), 154 
Shopping center or mall (code) 

Visual Ans Fac1l111cs, 150 
Showssu Exhibiuons, Shows, and Fesuvals 
Smgc:r(code), 154 
Small Press (mail code:), I 13 

dc:lin111on, 115 
Smuhsonian Jns111uuon Travclmg Exh1b111on 

Scrv1ce(SITES). /J0, /5/ 

Social Sccumy Number see FEI 
Sofl'r.lfe, 26. 29· 31 
Solo I rccnal (music code), 117 
Son (system process) 

defimuon, 77 
Nauonal Standard and, 169 
sdcct venus, 59 

Sorts 
Ans Resource Directory Systems, 77· 78 
Grants Management System. 80 
Ma1hng List System, 78·79 

Sound System Available: (field), 145 
definmon, 147 

Sound 1cchnic1an (code), 154 
Space (fidd) 

see alio Type of Space 
Performing Am F:ic1l111es, 144, 145 
Visual Arts Faulitic:s. 148, 149 

Space Rc:mal (field) 
definition, /3/ 
Grants Managc:mem System, 124 

Sponsor or Prcsentor(ma1lcodc), J/3 
definition, I 14 

Sponsor I Presentor (field) , 165 
definmon, 166 

Sponsors I Present ors (Arts Resource: Directory System) 
fields, 165 

dc:finilions, 166-67 
Sports arena su Mc:eung or convention hall or spons arena 
Spotlights su Number of Follow Spots Av:ulablc: 
Sprung wood (stage floor code), 147 
Squaie Feet for Temporary Exh1bi1ions (field) 

dc:fin111on , 150 
Visual Ans F2ciluies. 149 

Staff teaming, m use: of syscc:ms, %-98 
Stage fields, 144 45 

definitions, 146 48 
Stage Floor Type (field), 145 

definmon and code, 147 
Stage manager (code), I 54 
Stage Playing Arca Size: (field), 144 

defin111on, 146 
Stage Type (field). 144 

definition and code, 146 
Stamed glass armc (code). /57 
S1andard1z:uion 

su also National Standard for Arts Information 
Exchange:, N;monal Sc:mdard systems 

for nauonal informauon exchange:. 12- 1} 
Start Dace: (field) 

Exhib111ons , Shows. and Festivals, 141 , 142 
Grants Managemcm System, 74, I 24. 129 

State: (field). 72, 73 
abbrcviauons, 108 
Consutucnt l.Jst , 107 
Exh1b1t1ons, Shows, and Fesuvals, 141. 142 

STATIJS(codc), 49. ~I . ll3 
definmons. 114 

Status (field) 
defimuon, 129 
Grants Management System, 123 

Storage. of mformauon su lnformauon storage 
Storage: dcv1cc:s, 28 
Smng player(code), 154 
Studem see Child: Secondary school student; College I 

umversicy studcm 
Symphonic (music code), J J 7 



System(s) 
Jet a/10 Information systems; National St:mdard 

systems 
ddinuion, 19-20 

as classification plan or method of grouping 
and defining information, 20 

as people, equipment, instructions, 
data specifications, 20 

as sc:t of rules, instructions, or techniques, 20 
as sc:t or arrangement of things, 19-20 

System design, 7S-81 
Ans Resource Directory Systems, 77· 78 
Grants Management System, 79-81 
information manipulation, 77 
informanon reporting, 77 
inform:moo storage, 7S 
Mailing List System, 78-79 

System design book, 94 
Ans Resource Directory Systems, 94 
Grants Management System, % 
Mailing List System, 96 

System documentation, 94-96 
Ans Resource Directory Systems, 94-% 
Grants Management System, 96 
Mailing List System, 96 
N:uional Standard in, 170 

System test , 93 
Ans Resource Directory Systems, 93 
Grants Management System, 94 
Mailing List System, 93 

System testing, 91-94 
Ans Resource Directory Systems, 93 
Grants Management System, 93·94 
Mailing List System, 91 ·93 

T -
"TARGET' code, 49. H, H. 73. ll3 

ddiniuons, 114-17 
usc: of, H 

Technical assistance resources, 83-84 
Technical director (code), IJ4 
Telephone (added field). 73 
Telephone (field) 

Grants Management System, 73. 122, 127 
Sponsors I Presentors, 165, 166 

Teletype machine, 26 
Tclev1S1on 

Jee a/Jo Mcdia- Telev1Sion 
Telcv1Sion(med1aartscode), ll 7 
Temperature Control (field) 

definition, 150 
Visual Arts f;mlmes, 149 

Terminals , 26 
special-use, 26 

Tesung systems, 91·94 
Theatre(code), ll3 

"CONTENT' code, 118 
definition, 117 
Exh1b11ions. Shows, and Fcsnvals, 143 
Grants Management System, /JO 
lndividu:ils m the Performing and uterary Ans. 154 
lnd1v1duals in the Visual and Media Ans. IJ7 
Performing Ans Organizauons. 161 
Sponsors I Presc:ntors, 167 
V1Sual Am Orgamzauons, 164 

Theatre- general (theatre code). 117 

Theatre for young audiences (theaue code). 117 
Thrust (stage type code), 146 
Thrust stage theatre (code), 146 
Tile on concrete (stage floor code), 147 
Tile on wood (stage floor code), 147 
Time(field) 

definnion, 142 
Exhibitions, Shows, and Festivals, 141 

Timeliness, of systems. 88 
Total .Applicant Cash Revenue(ficld). 125 

definition, 133 
Total Cash Expenses (field). 124 

definition, 132 
Total Cash Revenue (field), 125 

dcfiniuon, 133 
Total ln·kmd Contributions (field), 125 

definnion. 133 
Total Number ofunes (field) 

definuion. 147 
Performing Ans Faciluics, 145 

Touring (project acuvity code), 130 
Track (lighting code), 150 
Tradiuonal proscenium theatre with loft space (code) 

Performing Ans Facilnic:s, 146 
Traditional proscenium theatre wuhout loft space (code) 

Performing Arts Facilities. 146 
Trained Crew Available (field) 

dcfinmon, 146 
Performmg Ans faC1lities, 144 

Trained Staff .Available (field) 
dcfinuion. 151 
Visual Arts Facilities, 149 

Training, in system use, 96·98 
Travel (field) 

definmon, 131 
Grants Management System, 124 

Turnkey systems, 87 
Type (field) 

dcfinmon and code. 1 J4 
Individuals in the Performing and Literary Ans. 72. UJ 

Type of .Amv1ty (field) 
definition and code, 130 
Granu Management System, 74. 124 

Type of Artist (field) 
definition and code. 157-JB 
lnd1v1duals in the Visual and Media .Aru, 156 

Type of Lighting (field) 
definiuon and code. 150 
Visual Ans Fac1l11ics , 149 

Type of Space (field) 
definition and code, 142 
Exhibiuons, Shows, and Festivals, 141 

Type of Space (performing arts) (field), 144 
definuion and code, 146 

Type of Space (visual arts} (field), 149 
definmon and code, 150 

Typewriter-style: keyboard. 26 
Typographer Jee Primer I binder I typographer 
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u -
Union Musicians (field), 144 

definition, 146 
Union I Professional Association (mail code), 113 

definition, 1 JJ 
Union Stagehands (field). 144 

definition, 146 
Unit test, 93 

Aru Resource Directory Systems, 93 
Gr.ants Management System, 93·94 
Mailing Llsr System, 93 

United States territories. abbreviations, 108 
Update: Date: (added field). 72. 73. 74 
Upright (piano type: code:), 147 
Uricc: ,John K., 7 
Urice study . 34 

findings, 12. 44 
goals, 11 
recommendations, 12 

User training, %·98 
Ans Resource Directory Systems, 97 
Gr.ants Management System, 97, 98 
Mailing List System, 98 

v -
Veceran (code:) 

Audience Type, IJJ, 1)8, 161, 164, 167 
Characteristics. 134. 1JJ, JJ8 

Video (media arts code:), 117 
Video artist (code), /J7 
Visual Ans(code).113 

"CONTENT' code:, 118 
definition. 117 
Exhibitions, Shows. and Festivals, 143 
Gr.ants Management System, 130 
lnd1v1duals m the Performing and Literary .Ans, 1J4 
Individuals in the Visual and Media Ans, 1J7 
Performing Ans Organizations, 161 
Sponsors I Prcscntors. 167 
Visual Ans Organincions, 164 

Visual Aru Organizations (Ans Resource: Directory System) 
fields. 162 

definitions, 163-64 
Visual I Media .Arrist (field), /JJ 

definition, 1J6 
VisuaUy impaired (code) 

.Audience: Type, JJJ. 158. 161. 164, 167 
Char.acterisucs. 134, JJJ. /J8 

Volumccrs (field). 12J 
ue a/Jo Actual Volunteers 
definition, 134 

w 
Wardrobe: technician (code), JJ4 
White, not Hispanic (code:) 

AudJCncc:Type. JJJ . JJ8, 161, 164, 167 
Characteristics, 134. IJJ, JJB 
definition, 134 

Woman (code) 
Audience Type, /JJ, IJ8, 161. 164, 167 
Charactc:ristics, 134. JJJ. J.J8 

Wood on concrete (stage: floor code), 147 
Woodwind playcc (code), 1J4 
Woodworkc:r(code), JJB 
Word processing systems, 31 
Works Suspended from Ceiling (field) 

definition. JJO 
Visu~ Aru Facilities, 149 

Workshop Spaces (field), 149 
definition. /JO 

Writer I poet (code), IJ4 

z -
ZIP Code: (field), 72, 73 

Constituent List, 107 
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