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	Your Organisation

	How long has your organisation been in operation?

	What was your organisation set up to do?




	Management Committee / Board of Trustees

	How many people are involved in your organisation?
Management Committee:
Members:
Employees:
Comments:


	Do all the Management Committee members understand their roles & responsibilities?                                    Yes         □             No          □          Unsure      □  
Comments:
Action:


	Are elections to the Committee clear and fair?                                                                                              Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do you have an induction procedure for new management committee members?                                             Yes         □             No          □          Unsure      □  
Comments:

Action:


	Governing Document

	Do you have a governing document (such as a Constitution, Memorandum and Articles or Trust Deed)?       Yes         □             No          □          Unsure      □  
Comments:

Action:



	Does your governing document state?
· clear aims                                                                 Yes         □             No          □          Unsure      □  
· a defined geographical area of operation or benefit?     Yes         □             No          □          Unsure      □  
· who its members and/or users are                              Yes         □             No          □          Unsure      □  
· charitable purposes (if a charity)                                 Yes         □             No          □          Unsure      □  
· powers                                                                     Yes         □             No          □          Unsure      □  
· rules                                                                        Yes         □             No          □          Unsure      □ 
· how changes are made to the constitution?                 Yes         □             No          □          Unsure      □  
· what happens if the organisation ceases to exist?        Yes         □             No          □          Unsure      □  
Comments:

Action:


	Does everyone on the Management Committee have a copy?                                                                         Yes         □             No          □          Unsure      □  
Comments:

Action:



	Does the Committee follow the rules written in your constitution (or other governing document)?                     Yes         □             No          □          Unsure      □  
Comments:

Action:



	Is your constitution updated every so often to reflect the organisation’s development?                                     Yes         □             No          □          Unsure      □  
Comments:

Action:



	Does your organisation have a vision or written mission statement?                                                               Yes         □             No          □          Unsure      □  
Comments:
Action:



	Committee Meetings

	Do you need a minimum number of people for decision-making at meetings (also known as quorum)?              Yes         □             No          □          Unsure      □  
Comments:

Action:



	Does the Management Committee meet at least every three months?                                                             Yes         □             No          □          Unsure      □  
Comments:

Action:



	Are Committee meetings well attended?                                                                                                      Yes         □             No          □          Unsure      □  
Comments:

Action:


	Are minutes taken at these meetings? Are the minutes available to all involved in the organisation?                Yes         □             No          □          Unsure      □  
Comments:

Action:


	Do you send out minutes and agenda to committee members at least a week before the meeting?                   Yes         □             No          □          Unsure      □  
Comments:

Action:

	Do the minutes of the meeting accurately reflect the discussions involved and decisions made?                       Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do they accurately record the actions agreed/required and who is to take responsibility for them?                   Yes         □             No          □          Unsure      □  
Comments:

Action:



	Annual General Meeting (AGM)

	Do you hold an Annual General Meeting (AGM)?                                                                                           Yes         □             No          □          Unsure      □  
Comments:

Action:


	Is it clear what the minimum number of people that should be present at the AGM is?                                    Yes         □             No          □          Unsure      □  
Comments:

Action:

	Are there minutes taken at the AGM?                                                                                                         Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do you file the AGM minutes for confirmation at the next AGM?                                                                    Yes         □             No          □          Unsure      □  
Comments:

Action:




	Strategic

	Do you have a written action plan for the year (however basic)?                                                                    Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do you review the progress of the action plan at least every three months?                                                  Yes         □             No          □          Unsure      □  
Comments:

Action:


	Do you have a strategic/long term business plan? How far ahead does it look?                                              Yes         □             No          □          Unsure      □  
Comments:

Action:



	Monitoring and Evaluation

	Do you keep records of the number of people who use your services?                                                            Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do staff meet regularly to review progress against the organisation’s work plan?                                            Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do users of your service sit on the Management Committee?                                                                       Yes         □             No          □          Unsure      □  
Comments:
Action:


	Do your staff provide progress reports to the Management Committee on a regular basis?                              Yes         □             No          □          Unsure      □  
Comments:

Action:



	Does your monitoring & evaluation meet the conditions of funders and other partners?                                  Yes         □             No          □          Unsure      □  
Comments:

Action:

	Does the organisation collect feedback on its activities/services from members, users and others?                  Yes         □             No          □          Unsure      □  
Comments:

Action:

	Are improvements, based on feedback, included in the annual plans?                                                             Yes         □             No          □          Unsure      □  
Comments:
Action:



	Finance

	Do you set a budget of income and expenditure before the beginning of your financial year?                              Yes         □             No          □          Unsure      □  
Comments:

Action:


	Do you monitor expenditure against your budget at least once a quarter?                                                        Yes         □             No          □          Unsure      □  
Comments:

Action:


	Is clear information about the organisation’s finances regularly given to the Committee?                                  Yes         □             No          □          Unsure      □  
Comments:

Action:


	Does your Management Committee review the income and expenditure at every meeting?                                Yes         □             No          □          Unsure      □  
Comments:

Action:


	Does your organisation produce an Annual Report and Accounts?                                                                    Yes         □             No          □          Unsure      □  
Comments:

Action:



	Are your organisational accounts independently checked at the end of the financial year?                                 Yes         □             No          □          Unsure      □  
Comments:

Action:


	Do you keep invoices and receipts and enter them into a cash book?                                                              Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do you have a bank account that requires at least 2 signatories for any transaction?                                     Yes         □             No          □          Unsure      □  
Comments:

Action:


	Do you keep bank statements?                                                                                                                  Yes         □             No          □          Unsure      □  
Comments:

Action:



	Are the organisation’s financial records kept up to date?                                                                               Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do you have adequate insurance cover for your organisation and services? (Including building insurance, insurance to cover volunteers/employees, public liability insurance).                                                                                                                                                                                                                                                                                                       Yes         □             No          □          Unsure      □  
Comments:
Action:



	Do you have a list of your assets, such as equipment serial numbers and costs?                                             Yes         □             No          □          Unsure      □  
Comments:

Action:




	Funding

	What are your main sources of funding?

Comments:

Action:



	Do you need help with information about sources of funding?                                                                        Yes         □             No          □          Unsure      □  
Comments:

Action:



	Do you need help with writing funding applications?                                                                                    Yes         □             No          □          Unsure      □  
Comments:

Action:




	Staff

	Does every member of staff have a written contract of employment?

	Do all staff have a written job description?

	Do you have an induction process for staff?


	Information

	Are all of your organisation’s records, on paper or computer, held in a secure place?

	Is information held on computer regularly backed up (e.g. by making copies on disk)?

	Is information held for the required time? (Established organisations need to keep records for up to six years).


	What do you think are your organisation’s strengths?

	


	What do you think are your organisation’s weaknesses?

	


	Recommendations (FVA to Assess)
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