Document Review

This list of documents is a sample list that can be used by the TA provider in conducting an organizational assessment. Provide this list to the beneficiary organization, and give them a few days to locate and gather all of the documents for review. Not every organization will have every document, but knowledge about which documents the organization has and does not have will help in the assessment. 
· Bylaws
· Articles of Incorporation

· Current or previous strategic plans

· Annual goals and work plans

· Annual report

· Agency history

· Board of Directors roster

· Minutes from the last three board meetings

· Board orientation materials

· Board member agreement

· Board evaluation

· Conflict of interest policy

· Brochure, newsletter, direct mail appeal, news clippings, or other marketing materials

· Proposal for general support

· Organizational chart

· Job descriptions for key staff

· Personnel policies

· Employee evaluation forms

· Organizational budget

· Financial statements for the last 12 months

· Fiscal policies and procedures

· Program logic models
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