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SAMPLE ORGANIZATIONAL ASSESSMENT




BOARDWORK
A CAPACITY-BUILDING WORKSHOP

How does the not-for-profit organization with which you are affiliated fare when measured against
the criteria identified in the Boardwork model?

The purpose of this questionnaire is to develop an inventory of your organization's strengths and
weaknesses. Applying the Boardwork model to your responses to the questions below will help
you design an action-plan for improving the capacity of your organization's Board of

Directors.

To facilitate application of the model, the self-assessment questionnaire is organized topically.
The topics below will be covered sequentially during the course of the workshop.
Don'’t
have
any
Yes No N/A idea
I. PUTTING THE BOARD TO WORK

A. Defining Roles and Responsibilities

1. Are there criteria for selecting new board a a a a
members?

2. What is the chief criterion used by your
organization to select new board members?

3. Are there procedures or activities to orient new a a a a
board members?

4. What activity or event best helps to orient your
organization’s newest board members?

5. Do your board and staff members have written a d a a
job descriptions?

6. In one sentence, what is your most important
responsibility as a board or staff member?

TOTAL

B. Planning

1. Does your organization have a mission a a a a
statement?



TOTAL

In one sentence, define your organization’s
mission.

Does your organization have a 2-3 year strategic
plan?

Does your organization review its strategic plan
annually?

Do you participate in the review of your
organization’s strategic plan?

C. Board Organization and Committee Work

1.

2.

TOTAL

Does your board have more than 8 members?

Does your board meet more than 6 times per
year?

Are there formally organized board committees?

Do committees meet more than 6 times per
year?

Do your board’s meetings routinely last longer
than 1 hour?

Does your board use a “consent agenda”?

Does attendance at your board’s meetings
regularly exceed 75%?

Is most of the Board’s meeting time devoted to
resolving, rather than discussing, agenda items?

D. Oversight: Board Reflection and Supervision

Don’t

have

any

Yes No N/A idea
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a




TOTAL

Is there an instrument for annually evaluating
the board’s performance?

Is there an instrument for annually evaluating
the executive director?

II. STRATEGIC PLANNING, SETTING POLICY AND

FUNDRAISING
A. Planning
1. Does your organization’s strategic plan list goals

TOTAL

in priority-order?

What is your organization’s most important
goal?

Is goal setting based on a needs assessment
process?

Are measurable objectives for goal achievement
identified?

Is the staff involved in setting goals or defining
objectives?

Is the plan used as a basis for preparing your
organization’s annual budget?

Is the plan used as a basis for evaluating the
performance of the executive director?

B. Setting Policy

1.

2.

Does the board officially adopt policies?

Is there a book or other record of the policies
adopted?
Is the staff involved in setting policy?

Are policies reviewed at least annually?

Don’t

have

any

Yes No N/A idea
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a



Don’t

have
any
Yes No N/A idea
5. Are there sanctions or other consequences for a u a a
failing to adhere to policies?
TOTAL
C. Fundraising
1. Does your organization have a good idea of the a a a a
funding level it will need to operate 3 years from
now?
2. Isthere a plan in place to assure this level of a d a a
funding?
3. Do all members of the board donate financially? a a
4. Does the organization rely on more than 3 a d
different sources for most of its funds?
5. Isthere areserve or contingency fund? d d a a
6. In one sentence, explain how your organization
would continue to operate if it suddenly lost
funding from its single, most important source?
7. s there an investment policy, identifying d d a a
appropriate rates of return for the level of risk
involved?
8. Isthere a donor recognition program? d d a a
TOTAL
I1l. ASSURING FINANCIAL HEALTH
A. Financial Plans
1. Has the organizational goals and objectives d a a a
been implemented into a financial plan?
2. Is the plan periodically reviewed and updated a a a a

according to changes in objectives or
outcomes?



Don’t

have
any
Yes No N/A idea
3. Has the plan been communicated throughout a a a a
the organization and responsibility assigned?
4. Has the plan been implemented in the form of a a a a
policies, controls, and reporting?
5. Are outcomes determined in program planning a a a a
guantified in financial analysis whenever
possible?

TOTAL

B. Financial Policies

1. Are the financial policies integral to the financial a a a a
or strategic plan?

2. Are the financial policies of the organization a a a a
written and communicated to staff?

3. Are the financial policies approved by the Board a a a a
of Directors?

4. Are there clear assignments of the financial a a a a
responsibilities?

5. Does the organization have a policy regarding d a a a
the annual budget process?

6. Does the organization have financial policies in
the following key areas:

Cash a a a a
Investments a a a a
Receivables Q Q a a
Capital purchases Q Q a a
Purchasing a a a a
Payroll a a a a
Debt/Line of credit d d a a
Reserves Q a a a
Designated funds Q Q a a
Donor management Q Q a a
Expenditures d u a a

TOTAL

C. Financial Controls

1. Are all employees involved in the accounting a a (] (]
function bonded?



Don’t
have
any
Yes No N/A  idea

10.

11.

12.

13.

14.

Are employees with financial duties required to
take vacations and are other employees
required to perform functions when the
employee is absent?

Does an individual independent of the
accounting function, such as the executive
director, receive the bank statements and
cancelled checks unopened from the bank?

Are petty cash funds maintained on an imprest
basis?

Does the Board annually authorize check
signors?

Is the bank immediately notified of all changes to

authorized check signors?

Is incoming mail opened by an individual having
no access to the accounting records?

Are checks restrictively endorsed “for deposit
only NPO Organization” by the individual who
opens the mail?

Are receipts (checks and currency) deposited
intact on a daily basis?

For cash collected at special events, are cash
receipts reconciled to tickets sold?

Are all check numbers accounted for?

Are voided checks properly mutilated and
retained?

Are authorized check signors independent of:

a. Voucher preparation?

b. Check preparation, cash receiving and petty
cash?

c. Purchasing?

d. Timekeeping for payroll?

Is signing blank checks prohibited?

Q

O

o 00 00O

Q

O

o 00 00O

a

0 00 OO

a

0 00 OO



Don’t

have
any
Yes No N/A idea
15. Is custody of checks after signatures and before a a a a
mailing handled by an employee independent of
all payable, disbursing and general ledger
functions?
16. Are the organization’s internal financial controls a a a a
documented?
17. Is access to the organization’s accounting a a a a

software limited to authorized personnel?

18. Is the accounting software password protected? d d
19. Wherever practical, is more than one employee a a
involved in the organization’s accounting
function?
TOTAL

D. Financial Reporting

1. Are financial statements prepared on the accrual a d (W a
basis of accounting?

2. lIs there a deadline for completion of monthly a a a a
financial statements?

3. Are financial statements regularly reviewed by a a a a
the executive director?

4. Are variances or unusual items investigated?

5. Are interim financial statements reviewed by the

Board?

6. Are monthly reports timely filed with funding a a a a
sources?

7. Are the reports filed with funding sources a a a a

prepared from the organization’s internal
financial statements?

8. Are schedules maintained which support a a a a
significant accounts of the statements of
financial position and activities?



Don’t

have
any
Yes No N/A idea
9. Is appropriate financial data given to staff a u a a
responsible for various programs and
departments?
10. Are annual budgets required and approved by u u a a
the Board and/or Finance Committee?
11. Is there a periodic comparison of budget to u u a a
actual and investigation of significant variances?
12. Does the organization use benchmarks or a d a a
industry standards to compare itself to other
organizations?
13. Does the organization project year-end results a d (W a
based on your current financial data?
14. Does the organization evaluate the operating a a a a
results based upon measures such as unit rates,
cost analysis, units of services or other
management analysis?
TOTAL
E. Finance Committee
1. Does the organization have a Finance a a a a

Committee?

2. s the Finance Committee involved in:
a. Budget preparation and/or approval?
b. Establishing financial policies and
procedures?
c. Helping the Board understand the
organization’s financial affairs?
d. Selection of the organization’s auditors?

3. Does the Finance Committee review the
adequacy of insurance coverage?

4. Are members of the Committee adequately
informed of the operations of the organization
and types of funding?

5. Do members of the Committee understand the a a
unique complexities of accounting for nonprofit
organizations?

o 00 0O 0O O
o 00 0O 0O O
o 00 0 0 O
o 00 0 0 O

(]
(]



Don’t

have
any
Yes No N/A idea
6. Does the Committee regularly meet with the a a a a
Executive Director and appropriate financial
personnel?
7. s the Finance Committee involved in recruiting a u u a
and screening new financial employees?
8. Does the Finance Committee meet with the a u a a
organization’s auditors?
9. Does the Committee regularly review financial a a (] a
statements and supporting documentation?
10. Is the Accounting Policies and Procedures a a a a
manual reviewed periodically and are internal
controls monitored by the Committee?
TOTAL
IV. DEFINING, ANTICIPATING, AND LIMITING LEGAL
LIABILITIES
A. Legal Organization
1. Does every board member have a copy of the a d a a
organization’s articles of incorporation and
bylaws?
2. When was the last time your bylaws were d d a a
amended?
TOTAL
B. Anticipating Legal Liabilities
1. Does each director attend most board a d a a
meetings?
2. Are minutes kept of all significant discussions a a a a

and decisions at each board meeting?

3. Are minutes later reviewed and approved by the a a a a
Board?

4. Are all major contracts approved by the board u u a a
before they are signed?



TOTAL

TOTAL

Does the board have a written policy requiring
members to divulge conflicts of interest?

Does the organization have a written personnel
policy handbook?

When was the handbook most recently
updated?

Does the organization treat as employees, for
payroll tax purposes, all workers whom the IRS
would classify as employees?

Limited legal liabilities

1.

Does the organization have general liability
insurance to cover individuals who are injured
on its premises?

Is there property insurance to cover damages to
the organization’s property?

Is there directors and officers insurance in case
of lawsuits against the organization’s decision-
makers?

Is there workers compensation insurance to
cover employees injured on the job?

Don’t

have

any

Yes No N/A idea
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a
a a a a




