Organizational Readiness for Fundraising
Checklist

In order to be ready to request and accept funding from private foundations, corporations,
government, and individual donors, nonprofit organizations must be on solid ground. They need
to have policies in place that reflect “best practices”, a strong organizational structure, and an
active board of directors. Please take a few minutes to complete the following checklist. It will
help you understand your strengths as well as areas that may need more attention.

Y = Yes, we have accomplished this.
N = No, we have not completed this.
P = We are currently working to accomplish this.

Mission, Vision, Values and Need Statement
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___We have a clearly written mission statement that accurately reflects why our

organization exists.

___We have a written vision statement that states what we hope to accomplish.
__We have written values that guide our actions.
__Our board and staff have reviewed our mission, vision, and values statements within

the last 12 months.
We convey our mission internally to our board, staff, and volunteers and externally to
clients, donors, and others through our materials, our communications, and our actions.

___We clearly communicate our need for resources in order to meet our mission.

__Our need statement is stated as the clients’/community’s need not the organization’s
need for funding.

__We use stories to convey the needs of our clients/community.

___We substantiate our need using accurate and relevant statistics and data.

Board Governance
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___Our board of directors receive a manual that includes policies and procedures, our by-
laws, committee assignments, board member job description, a current budget,
organizational chart, attendance policies, and information about our programs and
services
__We currently have between 9 and 20 active board members.
___Our board members actively serve on at least one committee.
___All of our board members make a financial commitment of their personal funds to our
organization.

Our board members approve our annual budget and monitors our progress to ensure
that we use all our resources wisely.
___Our board members actively participate in fundraising to guarantee that we have
adequate resources to meet our mission.
___Our board members supervise and evaluate our executive director.
__ Our board members reflect the diversity of our community.
___Our board members receive regular updates in the form of reports and meeting
minutes.
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10. _ Our board of directors has adopted a gift acceptance policies.

11.  Our board observes a strict conflict of interest policy.

12. _ Our board annually evaluates both individual and board performance.

13. _ Our board members participate in board training.

14. _ Our board has a formal recruitment process to attract new board members.

Organizational Development

__ Our organization has written or reviewed our strategic plan within the last 12 months.
__ Our strategic plan lists 3 to 10 goals we hope to accomplish

___ Our strategic plan lists objectives to help us meet our goals.

__ Our strategic plan lists actions steps for each objective and assigns responsibility for
their completion.

5. __ Our organization has a written fundraising plan.

6. __ Our organization has a written technology plan.

7. __ Our organization has a emergency preparedness plan.

8. __ Our organization has a written marketing plan.
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. ___ We review and update all plans annually.
0. We train staff and board on policies and procedures.
1. We evaluate our programs to determine if they are meeting our mission.

Financial and Legal Accountability

1. The board of directors approves our annual budget.

2. __ The board receives timely financial reports.

3. __ Our organization has an annual independent audit (applies to organizations with an
annual budget of over $300,000).

4. _ We generate internal financial statements with material variation between budgeted
and actual revenue and expenses at least quarterly.

5. We have written policies in place for the confidential reporting of suspected financial

impropriety (whistle blowing).
6. _ The board approves investment policies for the organization’s assets.
7. __ We review and monitor internal financial controls procedures.
8. __ We comply with all federal, state, and local laws.
9. __ We have a document destruction/retention policy.
10. _ We submit a completed 990 form to the IRS annually.

Fundraising

1. We have a strong need statement that clearly relates the demand, scope and size of the
problem we wish to solve.

___Our need statement is documented with quantitative and qualitative data.

__ We have a written fund development plan.

___ Our promotional materials are accurate and truthful.

__We always honor the donors’ wishes.
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6. __ We respect the privacy of our donors and safeguard the confidentiality of information
regarding donors.

7. ___ We do not compensate fundraising employees or contract workers based on a
percentage of what they raise.

Volunteers Management

___Our organization has a formal volunteer program.

__Volunteers must complete an application and training program and manual.
__Volunteers have a signed and dated job description.

__We have a volunteer recognition program.

___We utilize volunteers throughout our organization.
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