
This resource is part of the WWPR Nonprofit Communications Toolkit, a year-long series of 
practical guides designed specifically for small to mid-sized nonprofits working with limited staff 
and budgets. Each quarter focuses on a different theme, and each resource is designed to be 
immediately implementable without prior communications experience or expensive tools.

Explore more resources at: wwpr.org/nonprofit-toolkit  
Questions or feedback? probono@wwpr.org

Take Stock: 
A Nonprofit Communications Audit 

COMMUNICATIONS AUDIT TOOLKIT 

http://wwpr.org/nonprofit-toolkit 
http://probono@wwpr.org


Overview  
 
Why Bother With an Audit?  
 
Most small organizations communicate on instinct. You post when you have news, 
send an email when you remember, and update the website when something 
changes. That’s not a criticism—it’s just reality when you’re a small team wearing a 
lot of hats. 

The problem is that over time, without stepping back to look at the full picture, 
things get patchy. Your Instagram is active, but your website is two years out of 
date. You have an email list you haven’t touched in six months. You’re putting 
energy into channels that might not be reaching the people you actually need to 
reach. 

A communications audit doesn’t have to be a big project. It just means taking an 
honest look at what you’re doing, how it’s working, and where your time would be 
better spent.
 

        After completing this checklist, you’ll have:  

 9 A clear snapshot of what you’re doing well and what’s slipping 

 9 A score that tells you honestly where you stand: Foundation, Building, or Strong 

 9 Specific actions to focus on first, so you’re not trying to fix everything at once 
 9 A baseline you can come back to in 90 days to track your progress

 

How to Use This Checklist

A Note Before You Start 

No small organization has all 20 boxes checked. The point isn’t perfection, it’s clarity. Even if 
you finish this and realize you’re starting from scratch in two of the four areas, that’s useful. 
You now know where to focus.
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Self-Assessment Checklist 
What are you actually doing right now? Work through each section honestly. 

No judgment, just a clear picture. 

         Website 
 

 � Can someone find your mission or ‘what you do’ in under 10 seconds, without 
clicking anything?

      
 Try it right now. Open your homepage and time yourself.  

 � Is your contact information easy to find from any page?  

 � Does your site clearly show who you serve and why they should care?  

 � Is there a way for visitors to take the next step? (donate, sign up, get in touch)  

 � Has your site been updated in the last 3 months? 
 
 
 
 
 
 
 
 

       Social Media

 � Do you know which platform actually reaches your audience? 
      (Not which one you prefer) 

 � Do your last 5 posts reflect what you want to be known for?   
  

 Read them as if you’re a stranger. What impression do you get? 

 � Do you know who is actually engaging with you?      
 

 Check your followers/insights—age, location, what they respond to. 

 � Are you posting at least twice a week on your primary channel? 

 � Do you have a consistent visual look—colors, fonts, or photo style?
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       Email 
 

 � Do you have an email list of people who want to hear from you?  

 � Do you know how many people are on it and how it’s organized?  

 � Have you sent an email to your list in the last 60 days? 
  
 If it’s been longer, people may have forgotten who you are.  

 � Do your emails have a clear purpose and a single call to action? 
 

 � Do you track open rates or click rates, even roughly?  
 
 
 
 
 
 
 

       Media & PR
 � Have you had a media mention (article, interview, podcast) in the last 6 months? 

 
 � Do you have at least 2–3 journalists or producers you could contact directly?  

 � Do you have a current one-paragraph description of your org ready to send?      
 
 Often called a ‘boilerplate’, can you paste it right now without writing it fresh? 
 

 � Do you have a spokesperson who is comfortable and prepared to talk to the 
media?  

 � Do you have a story to tell right now—something timely, local, or human?



How to Score 
Count your checkmarks across all four sections (20 total possible). 

What to Fix First 
(When You Can’t Fix Everything)  
You don’t need to be everywhere and do everything well at once. Use your score to 
decide where to focus your limited time and energy.

Action Priorities by Score
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Quick Reference: What Each Channel is For
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Your Next Three Steps  
 
1. Write down your score and the section where you had the fewest  

checkmarks. 
 
2. Choose ONE action from the priorities table. Just one. Put it on your  

calendar this week. 
   
3. Come back to this checklist in 90 days and compare your scores.
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