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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Audit Scope
	Area
	Owner
	Review Date
	Status

	Meetings & Communication
	
	
	

	Documentation & SOPs
	
	
	

	Roles & Ownership
	
	
	

	Systems & Tools
	
	
	

	Workflows & Bottlenecks
	
	
	

	Reporting & Metrics
	
	
	


Meetings & Communication
[ ] We have a clear meeting cadence and purpose for each recurring meeting.
[ ] Agendas are shared in advance and notes are captured.
[ ] Decisions are documented and communicated to the right people.
[ ] There is a clear escalation path for blockers.
Documentation & SOPs
[ ] Core processes are documented and accessible.
[ ] SOPs are reviewed and updated on a regular schedule.
[ ] New team members can find what they need without asking repeatedly.
[ ] Templates exist for recurring work products.
Roles & Ownership
[ ] Every major process has a clear owner.
[ ] Roles and responsibilities are understood across the team.
[ ] There is minimal duplication of effort.
[ ] Decision rights are clear for each area.
Systems & Tools
[ ] We use the right tools for the job and avoid redundant systems.
[ ] Data is consistent and accessible across tools.
[ ] Team members are trained on the tools they use.
[ ] We regularly evaluate whether tools are worth the cost.
Workflows & Bottlenecks
[ ] We can map the steps of our most important workflows.
[ ] Bottlenecks are identified and actively addressed.
[ ] Handoffs between people or departments are clean.
[ ] Feedback loops exist to catch errors early.
Reporting & Metrics
[ ] We track a small set of meaningful operational metrics.
[ ] Reports are produced on a predictable schedule.
[ ] Metrics lead to action, not just observation.
[ ] Leadership has visibility into operational health.
Improvement Priorities
List the top three operational improvements to pursue in the next 90 days.
[ ] [Priority 1]
[ ] [Priority 2]
[ ] [Priority 3]
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