TIME AUDIT 
INVESTMENT OF TIME 
_____ % of time spent serving members of your organization (in-reach)
_____ % of time spent serving clients outside your organization (outreach):
_____ % of time spent on administrative activities

_____ % of time spent on directly serving clients
_____ % of time spent of developing a personal relationship with clients 
_____% of time spent training organization members & volunteers 

_____% of time spent discussing & evaluating your organization’s effectiveness in serving clients
INVESTMENT OF FINANCIAL SPENDING
_____ % of money spent on paid staff
_____ % of money spent on the building & capital assets
_____ % of money directly spent on clients
_____ % of money spent on volunteer expenses 
INVESTMENT OF MEMBER SERVICE
_____ % of paid staff who directly serve clients
_____ % of paid staff who help raise money
_____ % of paid staff serving in leadership roles

_____ % of volunteers serving in some capacity
_____ % of volunteers who directly serve clients
_____ % of director’s time spent on administrative duties/meetings

_____ % of director’s time spent networking within the community
_____ % of director’s time spent personally serving clients
