
Non-Profit Management and Organisational Development
Organisational Planning and Development Toolkits

CIVICUS: World Alliance for Citizen Participation

CIVICUS offers a number of free, informative and educational toolkits aimed at improving your organisation’s strategic planning skills. These toolkits include ‘Planning Overview’, ‘Action planning’, ‘Monitoring & Evaluation’ and ‘Strategic Planning’. All the toolkits provide practical tips and tools to help CSOs build their capacity and achieve their goals.  The toolkits are available in MS Word and PDF formats at www.civicus.org/new/civicus_toolkit_project.asp?c=036FB9. 
Non-Profit Management Resources
Running a non-profit organisation is challenging work, and it often helps to seek advice from others in similar situations. Action without Borders provides a guide to resources on running non-profit organisations, including information on starting an organisation, recruiting and managing volunteers, and fundraising. View the guide at www.idealist.org/tools/management-resources.html
Capacity Building for Local NGOs
Guidance Manual for Good Practice
Catholic Institute for International Relations (CIIR) and International Cooperation for Development (ICD)
This comprehensive manual on capacity building for local NGOs can be used by trainers and development workers or by local NGOs in developing countries as a self-help manual. The manual was developed from practical capacity building work with organisations in Somaliland . It includes examples and exercises for users to work through. It should prove to be a valuable aid to organisations and individuals working in capacity building in developing countries - and to local NGOs seeking guidance on how to effectively set and achieve their objectives. Download the free manual in PDF format at www.ciir.org/Templates/System/Basket.asp?NodeID=91675. Also available free of charge on CD-Rom by e-mailing CIIR Publications at sales@ciir.org. 
'Managing Your NGO'

Association for Progressive Communications
This toolkit was developed in response to the growing tension faced by NGOs as they seek to balance sustainable business practice with their missions. It brings together the creative ideas, expertise and experiences of members and private sector partners and includes articles, issue-specific presentations and ready-to-use forms that address the various business planning processes for mission-driven organisations. For further details see www.apc.org/english/capacity/business/index.shtml 
Volunteering Impact Assessment Toolkit – Cost ₤35.00

Institute for Volunteering Research
This new 130 page toolkit has been written to help organisations understand how they can undertake their own research to demonstrate the impact made by volunteers. The toolkit includes a CD ROM of materials which users can adapt. To order visit www.ivr.org.uk.
Software and Management tools for non-profit organisations 
Malian Foundation 
The Australia-based Malian Foundation is offering free computer software and management tools to non-profit organisations (NPOs). It offers:"Transact", a specialised tool which helps charities to manage inventories, donor orders and point of sale activities more efficiently; "Communicate" which can assist non-profit organisations to build closer relationships with donors; and "Discover" which provides support in training volunteers. It also offers business-planning tools such as "Venture", "Publish" and "Govern" for the effective fiscal management in accordance with international accounting standards. To download the software and tool, register at: www.malianfoundation.org/auth/locked.cgi
Effective Capacity Building in Non-Profit Organisations 
This report offers insights and examples of how non-profits are building up their organisational muscle, contributing to the growing conversations on how to help nonprofits become stronger, more sustainable and better able to serve their communities. The report also includes a practical assessment tool that non-profits can use to measure their own organisational capacity. Download a copy at http://vppartners.org/learning/reports/capacity/capacity.html
Manage: Risk Assessment 
Northern Ireland Council for Voluntary Action (NICVA) Member Services
This 2004 guide is a careful examination of what could potentially cause harm to people. It involves identifying the hazards present and then evaluates the extent of the risk they pose. This guide uses five steps to explore the issue and includes a proforma to help you conduct your own risk assessment. Download a PDF copy at  www.nicva.org/index.cfm/section/Publications/key/954BF43E-B0D0-7815-0F93C7C129364064 
Participatory Vulnerability Analysis: A step-by-step guide for field staff
ActionAid International
This guide is written for field staff working in both emergency and development-related programmes. Centering around participatory vulnerability analysis (PVA), it aims to assist field workers and communities to analyse people's vulnerability, draw action plans, mobilise resources and enact appropriate policies, laws and strategies to reduce their vulnerability to disaster. To view the guide, visit ww.eldis.org/cf/rdr/rdr.cfm?doc=DOC18086
Non-Profit Good Practice Guide

This guide is a useful resource for those who are new to the sector. The easy-to-use site offers key information designed to help manage a nonprofit organisation efficiently and effectively. Follow the links to find articles, standards of practice, resources and glossaries to ten different topics which include Accountability and Evaluation, Advocacy, Fundraising and Financial Sustainability and Governance. Visitors to the site are also encouraged to share their experiences, comments, suggestions and resources. To view the guide, visit www.npgoodpractice.org.

The Mission-Driven Business Planning Toolkit
Association for Progressive Communications (APC)
This toolkit was developed in response to the growing tensions faced by NGOs as they seek to balance sustainable business practice with their missions, and brings together the creative ideas, expertise and experiences of APC members and its private sector partners. It includes articles, issue-specific presentations and ready-to-use forms that address the various business planning processes for mission-driven organisations. These tools are aimed at helping individuals working in non-profit businesses but may be more broadly applicable to other mission-driven sectors. The toolkit is available online at www.apc.org/english/ngos/business/busplan/index.htm
How to Run a Workshop
Maeve Moynihan, Jean-Jaques Guilbert, Bryan Walker, Adi Walker
This manual guides activists through the decision-making and action procedures of running a workshop. It includes planning the workshop content, planning the administration and facilitating and running the workshop. To view the manual, visit www.networklearning.org/books/workshop.html

How to Lobby at Intergovernmental Meetings – Cost £15.30
Organisations spend considerable resources taking staff to international meetings, often without understanding how these meetings work. This new publication by Felix Dodds, Executive Director of the Stakeholder Forum for Our Common Future in London, is a guide on how to participate and be heard at intergovernmental meetings, whether as a stakeholder or a government official. Based on 10 years of lobbying at the international level, this book provides advice on the preparation and presentation of ideas, the consultation and negotiating process, and practical and logistical matters. It also contains reference material including tips for navigating the intergovernmental hot spots of New York and Geneva, lists of UN commissions, conferences and permanent missions, contact details of key international organisations, NGOs and stakeholder groups and useful web addresses. To order, go to www.stakeholderforum.org
