	Building Capacity

	Group Name:                                                   Grid completed by:

	Leadership Structures
	
	Check up to 5 that you would like to Improve

	"Bylaws" exist, defining roles, responsibilities, decision process, mission statement
	Yes
	No
	?
	

	There is a named “leadership” team
	Yes
	No
	?
	

	Leadership team members are able to describe the mission and activities of the organization and see themselves as representatives of the organization in public  
	Yes
	No
	?
	

	Intentional skills sought for board positions (you’ve identified skills needed.)
	Yes
	No
	?
	

	The position of "Chair" is filled
	Yes
	No
	?
	

	The position of "vice-chair" is filled (someone to backup leadership)
	Yes
	No
	?
	

	The position of treasurer is filled
	Yes
	No
	?
	

	The position of recording secretary is filled
	Yes
	No
	?
	

	Special projects happen in committees so not everyone needs to work on every project
	Yes
	No
	?
	

	New people added to leadership team annually
	Yes
	No
	?
	

	Leadership team reflects the diversity of your community
	Yes
	No
	?
	

	# People on board/ leadership team:
	
	

	Membership
	
	
	
	

	You have a definition of member 
	Yes
	No
	?
	

	You have a defined process for becoming a member
	Yes
	No
	?
	

	All members have voice contact with Organization yearly at a minimum
	Yes
	No
	?
	

	Organization has projects that have clear process to recruit new members.
	Yes
	No
	?
	

	Group has an annual process for renewal of membership
	Yes
	No
	?
	

	Membership is demographically representative of the county
	Yes
	No
	?
	

	75% annual renewal of membership with a clear process.
	Yes
	No
	?
	

	# Paid members:
	
	

	Meetings
	
	
	
	

	There are organizational meetings
	Yes
	No
	?
	

	members are contacted a minimum of 7 days in advance for meetings
	Yes
	No
	?
	

	Meetings are scheduled regularly
	Yes
	No
	?
	

	meetings have agendas that are followed
	Yes
	No
	?
	

	There is a clear decision-making process
	Yes
	No
	?
	

	total meeting time kept under two hours
	Yes
	No
	?
	

	Organization hosts annual retreat
	Yes
	No
	?
	

	Meetings are promoted publicly.
	Yes
	No
	?
	

	Meetings are run so that no one dominates and all have a chance to be heard 
	Yes
	No
	?
	

	Meetings can accommodate people who need childcare, language interpretation or an accessible space 
	Yes
	No
	?
	

	Committees are established for project work
	Yes
	No
	?
	

	Communication
	
	
	
	

	The group has an email address
	Yes
	No
	?
	

	Someone exists who reviews emails to group on a regular basis. If yes, who:
	Yes
	No
	?
	

	An e-mail distribution list is utilized for communications. 
	Yes
	No
	?
	

	Emails are sent out: monthly, weekly, daily, multiple times per day, other _________ (circle one)
	Yes
	No
	?
	

	A minimum of 3 leaders subscribe to ROPnet, the ROP list serve
	Yes
	No
	?
	

	Group has a website.  If yes, website address:
	Yes
	No
	?
	

	Group has a facebook page.  If yes, page name:
	Yes
	No
	?
	

	Group has a twitter account. If yes, account name: 
	Yes
	No
	?
	

	Someone coordinates regular communication to membership
	Yes
	No
	?
	

	A newsletter is published:  yearly, quarterly, monthly, other__________ (circle one)
	Yes
	No
	?
	

	Newsletter contains analysis, updates, and actions
	Yes
	No
	?
	

	Group has a database. If yes, what format:
	Yes
	No
	?
	

	Someone exists who maintains a database of contact information. If yes, name:
	Yes
	No
	?
	

	A backup of the contact database is given to the organization's leader
	Yes
	No
	?
	

	A backup of the contact database is stored at ROP
	Yes
	No
	?
	

	Database is updated: quarterly, quarterly, weekly, other ___________  (circle one)
	Yes
	No
	?
	

	Database identifies people as leaders, members, supporters
	Yes
	No
	?
	

	# of people on your database:
	
	

	# of people on group email list:
	
	

	Centralization
	
	
	
	

	Organization has a phone number
	Yes
	No
	?
	

	Organization has outreach material with mission, membership info, & contact info
	Yes
	No
	?
	

	Organization has a mailing address
	Yes
	No
	?
	

	Organization has access to a Xerox machine
	Yes
	No
	?
	

	Organization has access to a fax machine
	Yes
	No
	?
	

	Organization has access to a permanent office
	Yes
	No
	?
	

	Organization owns a computer system (goes with org when leadership changes)
	Yes
	No
	?
	

	Organization has someone on stipend
	Yes
	No
	?
	

	Organization has a permanent office
	Yes
	No
	?
	

	Organization has employees. If yes, # of employees:
	Yes
	No
	?
	

	Organizational presence
	
	
	
	

	Organization takes, reviews and keeps minutes
	Yes
	No
	?
	

	Organization sends representatives to ROP caucus and other meetings
	Yes
	No
	?
	

	Organization performs one to three events per year
	Yes
	No
	?
	

	Organization has a brochure
	Yes
	No
	?
	

	Organization listed in local resource listing 
	Yes
	No
	?
	

	Organization has a “conscious” status (non-profit, nonaffiliated, PAC.)
	Yes
	No
	?
	

	Organization has an archive history
	Yes
	No
	?
	

	Organization interviews candidates for local offices, publishes results
	Yes
	No
	?
	

	Organization regularly networks with other groups
	Yes
	No
	?
	

	Organization regularly issues press releases on activities
	Yes
	No
	?
	

	Organization utilizes the media to maintain presence in public arena
	Yes
	No
	?
	


1)  What is your group’s mission statement:

2)  Please share your successes/ activities/ campaigns of the last year:

3) Please list the members of your leadership team (if you have one):

4)  What activities/ campaigns do you currently have planned for the next year:

5)  What are the 3 things you would most like ROP to help your group with:
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