
Date checked:
　

Y/M/D

　

Y/M/D

　

Y/M/D

Point of View/Action Yes Yes Yes

1
The main pillars of our medium to long-term vision are stipulated and published in activity

reports, etc.

2
There are no discrepancies in how the people involved in the organization describe our mission

and medium to long-term vision.
　

3 Our activities and scale are understood and can be orally explained. 　

4
The people involved in the organization participate in our annual and medium to long-term

planning of activities.

5
The information required to draw up plans (e.g., on our system, budget, mission and integrity)

is available.

6
The criteria necessary to accomplish our organizational goals are stipulated, or there is

discussion on how to demonstrate these goals in numeric values.
Assemble plan

(medium to long-

term)

7 A plan of activities is in place for the next three (or five, ten) years.

Assemble plan

(single year) 8 The year’s plan of activities includes a budget, schedule and goal.

Reach consensus 9
There is agreement and understanding among all staff of the organization regarding our

medium to long-term plan and annual plan.

Review plan

after project
10

The progress of our activities is regularly reviewed, and any points improved upon are

documented and reflected in future plans.

Subtotal for Capacity to Consolidate

Point of View/Action Yes Yes Yes

1 Our mission and vision are stipulated.

2 The value we offer to society is stipulated.

3 A positioning map has been prepared using various perspectives.

4 The pre-requisites to assembling a plan are understood.

5 The plan’s aim (ideal situational goal) and target (numeric goal) are stipulated.

6 There are separate targets for output and outcome.

7 The plan incorporates 6W3H.

8 There is an implementation schedule for the plan (when, what, etc.).

9
The completed plan has been reviewed, and it does not deviate from its aim/target and

mission/vision.

10 Points for improvement in future plans have been compiled and documented.

Subtotal for Capacity to Propose

Point of View/Action Yes Yes Yes

1
The staff can explain the characteristics of each of the four main sources of revenue for

nonprofits (1. Membership dues and donations, 2. Project income, 3. Subsidies and grants, 4.

2 Documents showing the organization’s income over the past three years are available.

3
Documents are available to the staff that show the breakdown of income in recent years

according to the four revenue sources.

4
The staff can explain our biggest source of revenue and its characteristics, as well as our

smallest source.

5
There is consistency between our plan of activities and the composition of our financial

resources.

6
A target composition of financial resources for future years is in place (e.g., 20% from

donations).

7
Concrete measures for strengthening the organization’s financial footing are in place (e.g.,

increasing funds, reviewing financing plan).

8
There are two or more people involved in reviewing the numbers in creating our financing

plan.

9
There are opportunities to check and determine our financing plan with the people involved in

the organization.

10 Our cash flow statement is shared within the organization at regular meetings.

Subtotal for Capacity to Anticipate

Point of View/Action Yes Yes Yes

1 The roles and powers of the people involved in the organization are stipulated.

2
There is a space for the people involved in the organization to share their opinions and

suggestions about its projects.

3
We are engaged in establishing systems (e.g., staffing, securing funds, compliance, records

and reports).

4
We are engaged in team-building (e.g., good communication among managers, task division,

leadership).

5 We show vision and engage in strategy building.

6 Our secretariat is given the powers necessary for its operations.

7
The Board of Directors is well utilized (e.g., discussing organizational mission, creating

opportunities for directors to play an active role, making use of networks).

8 We practice our ideas in organizational and project management.

9 We are expanding our network (e.g., offering to serve as contact).

10
A system is in place for saying no to activities that are not in line with our organizational

mission.

Subtotal for Capacity to Sustain

Point of View/Action Yes Yes Yes

1 The management factors suitable to our situation are clear (see p. 54 of text).

2
We are using the Management Check Sheet (p.55 of text) to understand our management

circumstances.

3 Our medium to long-term (three to five year) strategy is in place.

4 Our medium to long-term strategy is shared within the organization, and regularly discussed.

5
The rule for efficient management of “Report, Contact and Consult” is in place and well

received.

6
We have established the required workplace rules (e.g., office rules, travel expense

regulations).

Secure

independent
7

Independent sources of revenue are being secured with a clear understanding of means,

target, schedule, aims and costs.

8 Individual goals are in place for all staff, and time is set aside for regular evaluations.

9
Leaders are regularly engaged in looking after and providing encouragement to staff (e.g.,

making time to listen).

10
The organization gives responsibilities and powers to the staff as appropriate, and provides

them with opportunities for development.

Subtotal for Capacity to Move Forward

Point of View/Action Yes Yes Yes

1

There is an understanding of how to nurture the skills of the various actors in the organization

— secretary-general, paid staff, paid volunteers, interns, and volunteers, and these can be

explained.

2
There are regular opportunities to discuss the division of roles in the organization, and it is

clear which staff members are in charge of which tasks.

3
Goals are set for each team and individual, and there are opportunities for regular feedback

regarding them.

4
There are regular opportunities to discuss internal operations among staff to ensure that no

one is excessively burdened.

5 If there is excessive burden on someone, the matter is discussed and the tasks re-distributed.

6 There are regular opportunities for staff to talk (or mingle) outside of work.

7 Staff roles and targets are set according to individual situations/circumstances.

8
There are discussions on and decisions made regarding what the organization should prioritize

in its activities, as well as what it should not involve itself with.

9
Internal rules are stipulated, and there are opportunities to ensure that there are no

discrepancies in awareness among the staff.

10
Once the organization’s internal situation has been grasped, there are discussions to estimate

possible risks and determine how to deal with them.

Subtotal for Capacity to Nurture

Point of View/Action Yes Yes Yes

1 The role and significance of volunteers is stipulated within the organization.

2 There is understanding of the intensions, desires, and abilities  of volunteers.

3 There are opportunities for volunteers to learn about our mission, and they sympathize with it.

4 There is a staff member in charge of coordinating volunteers.

5 We try to create opportunities for volunteer participation.

6
A system is in place that allows for sharing opinions with volunteers and reflecting the

outcomes of these discussions.

7 Volunteer coordination provides volunteers with opportunities to learn through participation.

8
The conditions for volunteer activities (e.g., transport costs, insurance, handling of personal

information) are confirmed in writing.

9 We are setting up a volunteer program.

10 Volunteers can participate in the organization in several ways.

Subtotal for Capacity to Involve Others

Point of View/Action Yes Yes Yes

1
It is clear what issues we cannot resolve on our own, and we can explain this frankly to

others.

2 We share our expected project outcomes with our partners.

3 We share our resources.

4
Through cooperation, we can access resources previously unavailable, including our partners'

resources.

5 We are flexible about adjusting plans if needed.

6
The process is open, and partnerships with those other than those first engaged with can be

cultivated.

7
Our division of roles with our partners is clear, and if something unexpected arises, the burden

can be willingly shared.

8
There are opportunities to review the outcomes with our partners once the projects are

completed.

9 Those involved in the projects are willing to engage in future ones.

10 The outcomes of our partnerships are widely disseminated.

Subtotal for Capacity to Work with Others

Point of View/Action Yes Yes Yes

1
Evaluation guidelines have been created (e.g., why, when, who, what, how, in what form) and

agreed on within the organization and by related parties.

2
Evaluation goals are in place (e.g., improving organizational capacity and activity outcomes,

acquiring funds).

3 Evaluation timing (number of times, before/during/after) is in line with its goals.

4
The people implementing the evaluation (e.g., external party, internal party, colleague,

volunteer) are in line with its goals.

5 Evaluation standards with goals and consistency are in place.

6 Both qualitative and quantitative evaluations have been incorporated.

7 An evaluation system is in place (e.g., person in charge, working hours, budget).

8 The evaluation method is openly shared.

9 Materials for examining evaluation outcomes are available.

10
A system is in place to concretely reflect evaluation results into future organizational

management, project management, etc.

Subtotal for Capacity to Review

Point of View/Action Yes Yes Yes

1 The importance of accounting is understood within the organization.

2 Financial reporting to stakeholders such as supporters is carried out.

3 Financial reports are publicly accessible.

4 There is an understanding of the accounting management tasks necessary for the organization.

5
There is an understanding of the types of accounting documents required and what they

mean.

6
Financial reports are prepared which the directors can use to examine the organization’s

situation.

7 Accounting is carried out in line with accounting standards.

8 There is a person other than the accounting officer who examines the accounts.

9 There is an understanding of the taxes that the organization must pay.

10 There is an understanding of the taxation framework that benefits the organization.

Subtotal for Capacity to Explain

Point of View/Action Yes Yes Yes

1 We can explain the elements of the organization — its features and personality.

2
We use suitable tools such as words, pictures, photographs, and videos, to explain the

organization.

3
Clear distinctions are made between what we have tried to do, what we are doing now, and

what we are going to try to do in the future.

4
We can imagine and express in writing how people from various perspectives outside of the

organization regard us.

5
We have a clear image of how we would like people from various perspectives outside of the

organization to regard us.

6
It is clear what the purpose of publicity is and what it aims to encourage the viewer to do, and

this can be conveyed in just one or two points.

7 It is clear from our publicity activities what problems we seek to address.

8
The target audience of our publicity efforts to address these problems is clear, and we have

appealed to this audience.

9 It is clear what we should convey to effectively address these problems.

10
We have chosen to use the publicity methods most suitable for our aims (e.g., homepage,

direct mail, events).

Subtotal for Capacity to Communicate

Yes Yes Yes

1 Our motto can be conveyed in a single word.

2 Our publicity information is conveyed in condensed form.

3
We design publicity materials so that the information that is most important to convey is the

most noticeable.

4
Information is well organized and available (e.g., event purpose, content and basic information

are kept separate)

5 Photographs and illustrations are used.

6 The tone and manner of language used is appropriate (e.g., formal or familiar).

7
There is consideration of fine design details (e.g., use of accents, blank space, color, fonts,

icons and enclosures).

8 Various publicity media are being utilized.

9 The positive outcomes that will result are conveyed.

10
When support is received, is gratitude communicated, and are the outcomes that result from

the support conveyed?

Subtotal for Capacity to Disseminate

Capacity#3

Total Score (max. 120 points)

Name of Respondent:

Start by trying to

organize volume

of information

Is “Ask &

Thanks” being

practiced?

Try to design

from the

perspective of

the viewer

Understand what

to convey, and to

whom

The Capacity

to Review:

Simple

evaluations

that are

useful

Tax matters

Capacity#14 &

Capacity#13

Capacity#11

The Capacity

to Explain:

Accounting

that conveys

what the

organization is

about

Understand the

particular skills

volunteers have

to offerThe Capacity

to Involve

Others:

Receive ideas,

gain

sympathies,

coordinate

volunteers

Strengthen

financial footing

to the benefit of

the organization

Accounts

structure

Implement

evaluation

Policy making for

pre-project

evaluation

Capacity#8

Human resource

development and

leadership

The Capacity

to Work with

Others:

Partnerships

that are

healthy and

produce

results

Become

equipped for

risks

Have an accurate

understanding of

nonprofit

finances

Capacity#12

Evaluate

partnership

projects

Improve

motivation within

organization

Management

efficiency

Strategy-building

Understand

current status of

internal

management

The Capacity

to Sustain:

Create an

organization

that generates

power

Capacity#7

Increase

credibility

Coordinate

volunteers well

　　　　　　　　　　　　　　　　　　　　　　　　　　How to Complete this Check Sheet

　１．There are ten indicators for each Capacity. Please place a checkmark next to the items that apply to your organization’s current

situation.

　２． Your organization’s situation regarding each Capacity can be observed based on the number of boxes you check out of the ten

indicators. Your overall organizational footing can also be observed based on the overall number of checkmarks.

　３．Changes and improvements in your organization’s situation can be observed by conducting this assessment every three or six

months.  Please complete it on a regular basis.

The 15 Capabilities for Nonprofit Leaders Workbook was created through participation in the NPO Training and Capacity-Building Project, a training program run jointly by

the Japan NPO Center and World Vision Japan. The necessary capacities for running a nonprofit organization are organized into the “15 Management Capabilities to Improve

NPOs,” which introduces one-by-one the various skills vital to the sustained support of nonprofit activities. This Self-Assessment Check Sheet is a compilation of indicators

that allow an organization’s condition to be examined according to each of these capacities.

Apply evaluation

results to future

projects

Gather and share

necessary

information prior

to assembling

plan

Note: The various people involved in nonprofit organizations are defined in this work sheet as follows:

　“People involved in the organization” refers to regular members, auditors, directors, paid staff and volunteers, etc.

　“Staff” refers to people directly managing the organization’s projects and activities, regardless of whether they are paid or unpaid.

Capacity#5

The Capacity

to Propose:

Give shape to

ideas and

create plans

to secure

people’s

sympathies

The Capacity

to

Consolidate:

Assemble a

plan of

activities for

single

year/medium

to long-term

The Capacity

to Move

Forward:

Management

with a

difference

Establish

financing plan

Create a strong,

flexible

organization

Implement

partnership

projects

Capacity#6

Capacity#4

Capacity#9

Understand the

membership

Think about

volunteer

management

Supplement to the 15 Capabilities for Nonprofit Leaders Workbook

Verify mission,

vision

Think from the

perspective of

the listener

The Capacity

to

Communicate

and

Disseminate:

Communicatio

n that

conveys what

the

organization is

about

Understand need

Prepare positioning

map

Develop diverse

human resources

The Capacity

to Anticipate:

Organize

financial

resources and

administer

funds

Review plan

Establish plan

The Capacity

to Nurture:

Create human

resources that

grow

A Self-Assessment Check Sheet (Japan NPO Center)

Before launch of

partnership

projects

Think about who

you are

1


