1. Identify a review team — The review team may be comprised of individuals from your organization as well as a limited number of peer reviewers from nonprofits peer organizations. 

2. Create a standardized list of review questions — The review questions provide an outline of the types of information and source documents needed to conduct the review so that your organization can gather the appropriate staff and resources in advance.

3. Conduct the review — Convene the review team to try to identify the core elements of the potential practice. The programmatic or organizational review can include an analysis of any source documents, policy and procedural manuals, etc., that the organization has on hand. The review team should also be prepared to create documentation where none currently exists. For example, the team may need to document the practice’s basic process flow or procedural guidelines or policies that have only previously been implied or assumed. 

4. Analyze the review findings — This critical step in the review process focuses on identifying the key elements of the practice and determining which elements are context-specific and which are replicable. Context-specific elements are those pieces of original methodology that work only in the specific context of the organization where they originated and were not intended for public distribution or replication. Replicable elements are those pieces of the methodology that have demonstrated their effectiveness in more than one context or location and can therefore be replicated on a wider basis. 

5. Finalize documentation of the review findings and prepare for validation — Following the programmatic/organizational review, the review team should formally document the findings based on the information from source documentation and interviews with organizational staff. 
