
ORGANIZATIONAL ASSESSMENT

In preparation for Technical Assistance 

1. 
History and Mission
· When was the organization founded, by whom?

· What is the official mission?

· Has the organization previously been involved with housing development?

· What have the organization’s principal activities been?

· What groups are served by the organization?

· Is there evidence of strong community support?
2. Board of Directors

· How many board members are there?
How are they chosen?

· What are the standing committees of the Board? 

· How often does the Board meet?  Bi-monthly 

What is the average attendance?

· Are Board members actively involved in the decision-making activities of the organization? 
· Are minutes of all meetings of the Board and its committees prepared and distributed in a timely way?

· Is there a formal process for evaluating the effectiveness of the Board?

· Is the Board at full membership currently?

· Are any Board members staff of, or related to staff members of the organization?

· Do any of the Board Members have development or property management experience?

3. Personnel
· What is the organization’s staff structure?  (# of people, duties/responsibilities)Organizational Chart?

· Are there formal personnel policies in place?

· Does the executive director have written responsibilities and goals?

· Is there a formal process used by the Board for evaluating the executive director’s performance?

· Are all staff evaluations carried out at least annually?

· Is there a staff training program in place, including cross-training?
· Is there a formal, up-to-date Personnel manual, which explains policies and procedures?

· How many staff have been with the organization more then one year?

4. Volunteers
· How many volunteers support the organization’s activities?

· What type of work do volunteers perform?

· What efforts does the organization make to support, encourage, and recognize volunteers?

5. Planning

· What kind of data does the organization maintain about the community and client groups it serves?

· Are the data utilized in the strategic planning process?

· How often does the organization complete a strategic and/or operational planning process, and who is responsible for managing the process?

· Is there a formal process for evaluating whether planning goals and objectives have been achieved?

· Does the organization use client data and input to evaluate the effectiveness of its programs?

· What accreditation, licenses, etc. does the organization have?

· Are there cooperative programs or agreements with other organizations or agencies?

ORGANIZATIONAL ASSESSMENT

In preparation for Technical Assistance 

To be completed by staff financial manager.

6. Operational funding
· Does the organization have a multi-year funding plan with specific objectives?

· Does the organization have a diversity of stable funding sources?

· Have operating revenues remained relatively stable over the past two years?

· What percentage of the funding has been secured for the coming operating period?

· How many months’ cash reserves are available for operating support?

· Who has the responsibility for fundraising, and how is it carried out?

· What percent of operating revenues are program restricted?

7. Fiscal accountability and systems
· Are appropriate accounting records kept, including cash receipts and disbursements journals, accounts receivable journal, and general journal and ledger?

· Is adequate documentation maintained to support all journal entries?

· Are separate bank accounts and books maintained as required by funding source regulations?

· Does the organization use an accounting system which is able to track project costs by category and funding source?

· Are financial duties and responsibilities properly separated?

· Is there an annual budget approved by the Board and broken out by functional area?

· If the organization operates more than one program, is there a reasonable method for allocating direct and indirect costs to each program?

· Are actual expenditures and revenues compared to budgeted ones at least monthly, with quarterly reports explaining variances?

· Who approves changes to the budget?

· Are all grants and contracts reviewed by appropriate management to ensure compliance with all relevant provisions?

· Are there budgets on file for all grants and contracts?

· Is there a formal process for petty cash, with appropriate controls and oversight?

· Does the cash disbursement process ensure proper authorization for check requests, maintenance of supporting documentation and regular cash balance reconciliation by an independent party?

· Is cash deposited on the same day it is received, with receipts restrictively endorsed?

· What types of insurance policies does the organization have in force for all of its facilities (hazard, liability, directors, fidelity, E&O, etc.)?  

· How often does the Board review financial statements?

8. Audit
· Does the organization have an independent annual audit that complies with the appropriate OMB circular?

· Is the audit performed by a certified CPA?

· Is there a formal process for responding to recommendations and findings made in the audit?  Are there any outstanding audit findings?

· Has there been any recommendations made in the auditors report for improving internal control structure?

· Are there any compliance issues raised in auditor’s report?

9. Physical plant and equipment

· Is there a written inventory of all furniture, fixtures, and equipment?  Is it regularly updated?

· Is all equipment adequately covered by insurance for loss, theft, and liability?

· Does the Board approve the purchase or lease of all items over a certain dollar amount?  What is the dollar amount?

· Are computer files regularly backed up on disk or tape?

· Is there a disaster plan for data recovery?

· Are blank checks, insurance policies, and other valuables kept locked up or otherwise secure?

10. Project Development and Property Management

· Is there a staff person identified to work on project development?

· How much of that person’s time will be dedicated to project development?

· What other responsibilities will this person have?

· What housing or development experience does this person have?

· Is there an assigned person to back up this person when they are not available?

· Does staff provide reports to funding agencies on clients served?

· Who is responsible for completing the reports?

· Does the organization manage the operations of existing properties?

· Are there clear operating procedures in place? A property management plan?

· Does staff have experience with qualifying tenants?  Certification and verification of income? 

