	Name of charity
	From charity commission

	Ward in which located
	From spreadsheet

	LSOA ward coding
	From spreadsheet

	Address and postcode
	From charity commission but check against charity website, sometimes the registered office is with the accountant.


	Names and remit of other organisations sharing the same address/postcode?
	From spreadsheet

	Names and remit of nearby charities
	Initial source from spreadsheet, check google maps?

	Names and remit of other nearby organisations/small businesses in the vicinity
	Google?

	Main contact: manager, or if no paid staff, chair of trustees
	From charity commission overview or annual report downloaded from charity commission

	Date of foundation and age
	Founded: from spreadsheet
	Age: calculate from spreadsheet

	Area of operation/benefit:
	From charity commission overview compare against annual reports downloaded from charity commission

	Mission 

	From charity commission overview

	Allocated ICNPO code
	Allocate using photocopy of ICNPOs

	Does the charity have any affilitations to a national charity (eg scouts)
	

	Any incentive for set-up, eg regeneration funding?
	Work out from grant/contract funding dates and annual reports

	How is organisation run? 
Paid workers, volunteers, both?
	Annual report

	Model of governance eg membership charity
	Mission statement and/or annual report

	What are key areas in which the charity works? How does the charity geographically target its activities? Where do service users come from? 
	Annual report compared to charity commission overview

	Any changes to services provided showing up in annual reports available?

	Compare year on year annual report and compare to charity commission overview  - adding services, scrapping services, variation from original mission


	Who are the service users? 
	Annual report and/or charity website – are they a distinct group?

	Names of other organisations charity is working partnership or collaboration with any other organisations (voluntary, statutory, private)
	From annual report and accounts

	Number of different individuals using the service, if available
	From annual reports or online information from charity website, identify if big changes in different annual reports

	Size of charity re expenditure
	Under £1k, under £5k, under £10K, under £20K, £30K, £40K, £50k
£51-£100K, £101-150K, £151-200K, £200-250, £250-£300K, 301-£500K, £500-£750, £750-£1m, over £1m

micro = less than £10k,  small £10-100K, medium £100K-£1m, large £1m to £10m, major = more than £10m

	Evidence of expenditure exceeding income?
	Accounts

	Download recent annual reports
	Identify which ones downloaded, saved to disc/stick

	Download recent evaluations
	Identify which ones downloaded, saved to disc/stic

	Download reports relating to service delivery
	

	Identify any observations/comments made on viability, difficulties of economic climate, difficulties in getting funding, having to change services for funders
	Annual reports, charity website, 

	Any other information
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