Communications

NetCorps wants to know the ways that your organization and staff communicates, with whom it communicates, and how it communicates.  This involves identifying the flow of information in and out, and identifying the groups that are involved.

Organization Name:

Date:

Respondent:

Title:

Mail Use

Who does your group regularly send mail to?

What types of information are mailed? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Which of the above types of information are mailed most frequently? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Fax Use

Who does your organization regularly send faxes to?

What types of information are faxed? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Which of the above types of information are faxed most frequently? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

E-mail Use

What groups of people does the organization regularly send E-mail to? 

What types of information are E-mailed? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Which of the above types of information are E-mailed most frequently? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Meeting Use

With whom does the organization have meetings with? 

What types of information are addressed in meetings? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Which of the above types of information are most frequently addressed? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Telephone Use

Who does the organization regularly communicate with using the telephone? 

What types of information are exchanged on the phone? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Which of the above types of information are exchanged most frequently? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Other

With whom does the organization use this other form of communication with?

What types of information is exchanged using this form? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Which of the above types of information are most frequently communicated? (Check all that apply)

· Newsletter

· Events announcement

· Meeting information

· Program information

· General information sharing

· Membership related information

· Fundraising

· Action alerts

· Other (specify):

Improvements

Does your organization want to make improvements in the use of any of the following forms of communication?

Mail use?    If yes, explain: 

Fax use?  If yes, explain:

E-mail use?  If yes, explain: 

Meetings use?  If yes, explain:  

Phone use?  If yes, explain: 

Other (specify)? If yes, explain:  

Information Gathering

How does the organization gather information( (Check all that apply) 

· Meetings

· Phone calls


· Subscribed publications

· Local newspapers

· Organizational Archives

· Internet searches

· Book marked websites

· List serves

· Non-local newspapers

· 
On line newsletters

· Un-subscribed newsletters

· Library resources

· Other non-profits organizations

· Governmental departments

· Training

· Conferences

· Other (specify):

Newsletter

Does the organization produce a newsletter?            YES
NO

What is the name of the newsletter?

What is the purpose of the publication(
What is the frequency of the publication?

What is the size of the publication?

What is the circulation of the publication?

What software program is used to develop this newsletter(
Who is the person responsible for its publication?

Information Tracking

Does the organization keep track the following kinds of data? (Circle one)

Membership
YES     NO

Accounting
YES     NO

Project work
YES     NO

Events
YES     NO

Clients
YES     NO

Fee for service
YES     NO

Volunteers
YES     NO

Budget
YES     NO

Fundraising
YES     NO

Administration
YES     NO

Research
YES     NO

Publications
YES     NO

Legislation
YES     NO

Regulations
YES     NO

Staffing
YES     NO

Service programs
YES     NO

Equipment
YES     NO

Invoicing
YES     NO

Inventory
YES     NO

Other:_________


Which of the above are the most important for your organization?

