 Philadelphia Cultural Fund

Site Visit Form 
Applicant Organization _________________________________________________________

Name of Panelist  _____________________________________________________________

Date of Site Visit  _____________________________________________________________

Person(s) met with  ____________________________________________________________

Attempts to contact   ___________________________________________________________

Gain an understanding of what the organization does.  Does it “match” with its stated mission?

Found out who executes the programs of the organization?  Is that person/people qualified to do so?  How are the staff evaluated (including the  Exec Dir) – formally, informally, by whom, how often?  What criteria are used when hiring?  Are the staff paid appropriately?    

What are the specific programs of the organization?  How are those programs determined, and by whom – is it obvious by the mission or is it decided by the board or staff?  What is the process for developing programs?  

If there have been significant changes to the program in the last year, please get detailed information about the changes, why the changes were made, and who developed the plan for the changes.

How active is the board?  Does the board have working committees?  Does the board just “rubber stamp” or do they deliberate and make policy decisions?  Ask to see the minutes of the board meetings for the past year.  (the organization may not want to make you a copy to take with you, so you may have to review them on site).  Are board members generally present at meetings?  Are the board members a list of  “who’s who” but not active participants in the oversight of the organization?  

Are members of the staff also members of the board?  If so, please gain an understanding of the differences in duty between the non-staff board and the staff board members.  How do they deal with conflicts between board and staff, when they are one in the same?  Do the staff outnumber the non-staff on the board?  

Are members of the administrative staff, also members of the artistic staff?  

If there have been any changes to management in the last year, please get detailed information about the changes, why the changes were made, and who executed any executive searches, etc.

How is the annual budget created?   By whom?  Who reviews it?  Who approves it?  

Who is responsible for the financial information?  How often is the information reviewed by the board?  Is there a budget or finance committee?  

How is the year-end financial information evaluated?  Who prepares it?  Who reviews it?  

Do they have a long-range plan or strategic planning document?  If so, ask to see it.  Ask the date it was approved by the board.  Ask how many goals of that plan have been accomplished since its approval.  If the plan has been in place a year or more, and none of the goals have been accomplished, ask why.  Ask how often the plan is updated.  
Ask if they have a succession plan.  Ask them to explain it to you.  If you think you need to, ask for a copy of it.  If they can’t explain it to you clearly, it’s a problem.  Do you get a sense that if the head of the organization were not there, that the organization could not continue?  Does all the information or all the power rest with one person?  
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