


DATA COLLECTION QUESTIONNAIRE

1. What network operating systems are used?

2. What type of network?
3. Size of network (nodes/users)?
4. What network operating systems are used?
5. How many servers?

6. What is the function of each server?

7. What type of server hardware is used?

8. What server based applications are used?

9. Do users store files on servers?

10. Is a document management systems used?

11. Do users have access to shared drives?

12. What sort of backup system is used?

13. When is backup media overwritten?

14. Is anti-virus software is used?

a. Which anti-virus application is used?

15. Who are the systems administrators / who has administrative access?

16. What email systems do you use?
a. What version(s)?

17. If Microsoft Exchange:

a. What version?

b. Is email stored on the Exchange server in user mailboxes and/or is stored in PST files?

c. Where are email archives stored?

d. Is email automatically archived?

e. Is email automatically deleted?

f. Are Public / Shared Folders used in the Exchange system?

g. What is the size of the Exchange message store?

h. What is the volume of network stored PST files?

i. Are Outlook Offline Folders used (OST files)?

j. Is Outlook Web Access used?

k. Can users create and manage their own PST files?

l. Where do users store their PST/OST files?
18. If Lotus Notes:

a. What version?
b. Is email stored on the mail server in user mailboxes and/or is it stored in NSF files?

c. If NSF files used, where are they stored?

d. Where are email archives stored?

e. Is email automatically archived or deleted?

f. Does the user determine what is archived and where?

19. Other email system(s):

a. What is the name of the system?

b. What version?
c. Is email stored on the mail server in user mailboxes and/or is it stored in individual files?
d. If individual files are used, where are they stored?

e. Where are email archives stored?

f. Is email automatically archived or deleted?

g. Does the user determine what is archived and where?


20. Are all messages and attachments scanned for viruses?
21.  What OS is used on desktop / workstations and laptops?

22. What desktop applications are used?

a. Is anti-virus software used on clients?

23. What email client is used?

a. What Versions? 

24. Where do users store files they create / edit?

25. Can users archive data to CD/DVD or other removable storage?

26. Are home computers used for business?

27. Do you use handhelds or other PDAs?

28. Is user / company data stored in any other locations?

29. Make up of IT department

a. Job titles / number of people

b. Organizational chart

30. Who is our IT contact?

a. Primary contact

b. Backup contact

31. Organization chart for company / departments

32. Office map
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