[bookmark: _Hlk153741750][bookmark: _Hlk153742289]Disclaimer: This template is designed as a resource to support civil society organizations (CSOs) in Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO activities and the unique circumstances in Afghanistan, this template may require specific adjustments to meet your organizational needs effectively.



[Organization Name]
Board Meeting Agenda
Date: [Insert Date]
Time: [Insert Time]
Location: [Insert Location]
Virtual Link (if applicable): [Insert Link]
I. Call to Order
· Chairperson [Insert Name] calls the meeting to order at [Insert Time].
II. Roll Call
· Secretary [Insert Name] records the attendance of board members.
III. Approval of Agenda
· The board reviews and approves the agenda for the current meeting.
IV. Approval of Previous Meeting Minutes
· The board reviews and approves the minutes from the previous meeting.
V. Reports
· President's Report
· [Insert Brief Description or Points for Discussion]
· Treasurer's Report
· Financial updates and budget review.
· Committee Reports
· Updates from various committees (if applicable).
VI. Old Business
· Discussion and updates on ongoing projects or previously tabled items.
VII. New Business
· [Item 1: Title and Brief Description]
· [Item 2: Title and Brief Description]
· [Additional Items as needed]
VIII. Announcements
· Information on upcoming events, initiatives, or organizational news.
IX. Open Forum
· Time for board members to bring up any additional topics or concerns not covered in the agenda.
X. Adjournment
· Chairperson [Insert Name] adjourns the meeting at [Insert Time].
Next Meeting:
· Date: [Insert Date]
· Time: [Insert Time]
· Location: [Insert Location]
Signature of Chairperson: ________________________
Signature of Secretary: __________________________
Date of Approval: _______________________________


[Organization Name]
Meeting Minutes
Date: [Insert Date]
Time: [Insert Time]
Location: [Insert Location]
Virtual Link (if applicable): [Insert Link]
Attendees:
[List the names of all attendees, including their roles or titles if applicable]
Absentees:
[List the names of individuals who were absent, including their roles or titles if applicable]
I. Opening of the Meeting
· The meeting was called to order at [Insert Time] by [Chairperson/Meeting Leader's Name].
· [Chairperson/Meeting Leader's Name] provided a brief introduction and opening remarks.
II. Approval of Agenda
· The agenda was reviewed and approved as distributed, with the following amendments:
· [List any amendments made to the agenda]
III. Approval of Previous Meeting Minutes
· The minutes from the previous meeting (Date: [Insert Date]) were reviewed and approved as read, with the following amendments:
· [List any amendments made to the previous meeting's minutes]
IV. Reports
· President's Report
· [Summarize the key points of the President's Report]
· [Discuss any key issues or decisions arising from the President's Report]
· Treasurer's Report
· [Summarize the financial updates provided in the Treasurer's Report]
· [Discuss any budget-related discussions or decisions arising from the Treasurer's Report]
· Committee Reports
· [Provide a brief summary of each committee report]
· [Highlight any key issues or decisions arising from the committee reports]
V. Old Business
· [Review and discuss any ongoing projects or items that were previously tabled]
· [Record any decisions made or actions to be taken regarding old business items]
VI. New Business
· [Item 1: Discussion Summary, Decisions, Actions]
· [Item 2: Discussion Summary, Decisions, Actions]
· [Additional Items: Discussion Summary, Decisions, Actions]
VII. Announcements
· [Note any announcements made during the meeting]
VIII. Open Forum / General Discussion
· [Summarize the topics discussed during open forum, including key points and any decisions or actions]
IX. Adjournment
· The meeting was adjourned at [Insert Time] by [Chairperson/Meeting Leader's Name].
Next Meeting:
· Date: [Insert Date]
· Time: [Insert Time]
· Location: [Insert Location]
Minutes Prepared By: [Name of the Person who prepared the minutes]
Date of Preparation: [Insert Date]
Approval (if required):
Chairperson's Signature: ________________________
Secretary's Signature: __________________________


Client Communication Form for Civil Society Organizations
1. Organization Name:
[Name of the Organization]
2. Date of Communication:
[Date when the communication took place]
3. Client Information:
· Client Name:
· Client ID or Case Number (if applicable):
· Contact Information:
· Phone Number:
· Email Address:
4. Type of Communication:
· Phone Call
· Email
· In-person meeting
· Other (please specify)
5. Staff Member Name:
[Name of the staff member who communicated with the client]
6. Purpose of Communication:
· Initial intake
· Case update
· Service provision
· Follow-up
· Other (please specify)
7. Summary of Communication:
Provide a detailed summary of the communication, including:
· Specific requests made by the client
· Questions or concerns raised
· Information provided by the staff member
· Any decisions made or action items agreed upon
8. Action Items:
· List any follow-up tasks or action items that need to be completed with the assigned owner and deadline.
9. Additional Comments:
· Include any additional observations or notes from the staff member regarding the communication.
10. Client Feedback (if applicable):
· Summarize any feedback or comments provided by the client during the communication.
11. Next Scheduled Communication (if applicable):
· Date and type of next scheduled communication with the client.
12. Staff Member Signature:
Date:

Community Outreach and Engagement Plan Template for Civil Society Organizations

1. Organization Name:
[Name of the Organization]
2. Introduction:
[Briefly explain the purpose of the community outreach and engagement plan and its significance for your organization and the community]
3. Goals and Objectives:
[State the specific goals and objectives of your community outreach and engagement initiatives]
4. Target Community:
· Community Profile: [Describe the community, including demographics, cultural aspects, and specific needs]
· Key Stakeholders: [Identify key community stakeholders, leaders, and influencers]
5. Engagement Strategies:
· Outreach Methods: [List the methods to be used for outreach, such as community meetings, social media, local media, etc.]
· Cultural Sensitivity: [Plan for culturally sensitive engagement respecting local customs and practices]
· Inclusive Approach: [Ensure the inclusion of diverse community groups, including women, youth, and marginalized groups]
6. Activities and Events:
· Planned Activities: [Detail the specific activities and events planned for community engagement]
· Timeline: [Provide a timeline for each activity or event]
7. Communication Plan:
· Key Messages: [Develop key messages tailored to the community]
· Communication Channels: [Identify the most effective channels for reaching the community]
8. Partnership and Collaboration:
· Collaborative Opportunities: [Explore opportunities for collaboration with local organizations, community groups, and other stakeholders]
· Partnership Strategy: [Outline strategies for building and maintaining partnerships]
9. Monitoring and Evaluation:
· Success Indicators: [Define indicators to measure the success of outreach and engagement efforts]
· Feedback Mechanism: [Establish mechanisms for gathering community feedback]
10. Resource Allocation:
· Budget: [Detail the budget allocated for outreach and engagement activities]
· Resource Needs: [List other resources needed, such as volunteers or materials]
11. Risk Management:
· Risk Assessment: [Identify potential risks associated with outreach activities and strategies to mitigate them]
12. Review and Adaptation:
· Review Schedule: [Set a schedule for reviewing and adapting the engagement plan as needed]
· Adaptability Plan: [Plan for adapting strategies based on community feedback and changing circumstances]
13. Approval:
· Approving Authority: [Name and position]
· Signature:
· Date:


Crisis Communication Plan Template
Organization Name: _________________________________________________________
Plan Creation Date: _______________________
Plan Review & Update Schedule: Every [6 months/1 year/etc.]
Section 1: Introduction
Purpose of the Crisis Communication Plan:
This plan outlines a strategic communication approach for [Organization Name] to manage information during crisis situations. It details protocols for timely, accurate, and effective internal and external communication.
Section 2: Crisis Communication Team
Team Composition:
· Crisis Communication Lead:
· Internal Communication Coordinator:
· External Communication Coordinator:
· Media Relations Officer:
· Social Media Manager:
Roles and Responsibilities:
· Oversee crisis communication efforts.
· Ensure message consistency.
· Engage with employees.
· Liaise with media.
· Manage online presence.
Section 3: Identification of Potential Crises
List of Potential Crises:
· Natural disasters.
· Political unrest.
· Security incidents.
· Financial crises.
· Leadership scandals.
Impact Assessment:
· Low impact.
· Moderate impact.
· High impact.
Section 4: Communication Protocols
Internal Communication:
· Method of informing staff (e.g., email, SMS, meetings).
· Frequency of updates.
· Confidentiality requirements.
External Communication:
· Official statements release procedure.
· Media engagement protocols.
· Public information updates.
Section 5: Key Messages
Core Message Development:
· Position of the organization on the crisis.
· Actions being taken.
· Impact on operations and beneficiaries.
Audience-Specific Messages:
· Employees.
· Beneficiaries.
· Donors.
· Media.
· General public.
Section 6: Channels of Communication
Internal Channels:
· Intranet.
· Email.
· Staff meetings.
External Channels:
· Press releases.
· Social media.
· Organization’s website.
· News conferences.
Section 7: Media Relations
Media Contact List:
· Local media.
· International media.
· Specialized press.
Interview Protocols:
· Designated spokespersons.
· Message training.
· Follow-up procedures.
Section 8: Training and Rehearsal
Crisis Communication Training:
· Spokesperson training.
· Media interaction workshops.
· Social media crisis management.
Rehearsal Schedule:
· Tabletop exercises.
· Mock press conferences.
· Crisis scenario role-play.
Section 9: Monitoring and Adjusting
Monitoring System:
· Media monitoring.
· Social media listening.
· Stakeholder feedback.
Response Adjustment:
· Real-time adjustment of strategies.
· Message refinement.
· Follow-up actions.
Section 10: Post-Crisis Evaluation
Debriefing and Reporting:
· Internal review of crisis management.
· External communication effectiveness.
· Lessons learned and report generation.
Improvement Plan:
· Updates to the crisis communication plan.
· Additional training needs.
· Policy changes.
Section 11: Appendices
Appendix A: Crisis Communication Checklist Appendix B: Contact Information for Crisis Communication Team Appendix C: Templates for Press Releases and Official Statements Appendix D: Log of Communication Activities During Crisis
Section 12: Approval
This plan has been reviewed and approved by:
· Name:
· Title:
· Signature:
· Date:
Note: This Crisis Communication Plan Template is intended to be tailored to the specific needs and circumstances of [Organization Name]. It is vital that the plan is practiced regularly and remains a living document, updated with new insights and changes in organizational structure or strategy.



Email Communication Templates for Civil Society Organizations

1. Project Update to Donors:
Subject: Update on [Project Name] - [Date/Period]
Dear [Donor's Name],
I hope this email finds you well. We are writing to provide you with the latest updates on the progress of [Project Name]. 
[Provide a brief overview of the recent developments and any significant milestones achieved. Mention how their support has contributed to these achievements.]
We appreciate your continued support and look forward to achieving even more milestones in the future. Attached is a detailed report of the project's progress.
Thank you for being a part of our journey.
Best regards,
[Your Name and Position]
[Organization Name]
[Contact Information]
2. Partnership Inquiry:
Subject: Partnership Opportunity with [Your Organization Name]
Dear [Recipient's Name],
I am writing on behalf of [Your Organization Name] to explore potential partnership opportunities with [Recipient Organization/Individual's Name]. 
[Provide a brief introduction of your organization and the specific areas where you see potential for collaboration.]
We believe that a partnership could be mutually beneficial, and we are keen to discuss this further. Please let us know a suitable time for a meeting or a call to explore this possibility.
Looking forward to a positive response.
Best regards,
[Your Name and Position]
[Organization Name]
[Contact Information]

3. Volunteer Coordination:
Subject: Upcoming Volunteer Opportunities at [Event/Project Name]
Dear Volunteers,
Thank you for your commitment to [Organization Name]. We are excited to inform you about upcoming volunteer opportunities in [Event/Project Name].
[Provide details of the event/project, including dates, location, and specific volunteer roles needed.]
If you are interested in participating, please reply to this email by [Reply Deadline]. Your support is invaluable to us, and together, we can make a significant impact.
Thank you for being part of our volunteer community!
Warm regards,
[Your Name and Position]
[Organization Name]
[Contact Information]

4. Public Announcement:
Subject: Announcing [Event/Initiative] by [Your Organization Name]
Dear [Recipient Group or Public],
We are thrilled to announce [Event/Initiative] organized by [Your Organization Name] scheduled for [Date]. 
[Provide details about the event/initiative, including its purpose, what it entails, and any relevant information for the public.]
We invite you to join us in making this a successful [event/initiative]. For more information and to [register/participate], please visit [Link or Contact Information].
Looking forward to your participation.
Best regards,
[Your Name and Position]
[Organization Name]
[Contact Information]
Marketing and Communication Plan Template for Civil Society Organizations
1. Organization Name: [Name of the CSO]
2. Plan Overview:
This marketing and communication plan outlines strategies for achieving your organization's objectives by effectively engaging with target audiences and promoting your mission.
3. Objectives:
· Increase brand awareness: Raise public recognition and understanding of your organization and its work.
· Attract new supporters: Expand your donor base and secure resources to sustain your activities.
· Build stronger relationships: Foster deeper connections with existing supporters and stakeholders.
· Drive community engagement: Inspire and mobilize individuals to participate in your initiatives.
· Advocate for change: Influence public opinion and policies to support your cause.
4. Target Audience:
Primary:
· Demographics: Age, gender, location, income, etc.
· Interests: Social justice, environmental issues, human rights, etc.
· Behaviors: Active online presence, engagement with similar causes, willingness to donate or volunteer.
Secondary:
· Individuals with potential interest in supporting your cause.
· Decision-makers and influencers in your field.
· Media outlets and journalists relevant to your work.
5. Key Messages:
· Clearly and concisely convey your organization's mission and impact.
· Highlight your unique strengths and achievements.
· Share compelling stories and testimonials from beneficiaries.
· Focus on specific calls to action for support and engagement.
6. Communication Channels:
· Social media: Facebook, Twitter, Instagram, LinkedIn, etc.
· Email newsletters: Regular updates to your supporter base.
· Website: Informative and user-friendly online platform.
· Press releases and media outreach: Generate public interest and coverage.
· Community events and workshops: Engage directly with your audience.
· Paid advertising: Targeted campaigns on specific platforms.
7. Marketing Materials:
· Professional-quality brochures and flyers.
· Informative and engaging website content.
· Eye-catching and shareable social media graphics.
· Compelling video stories and testimonials.
· Press releases and media kits.
8. Strategies and Tactics:
· Develop engaging and informative content across all communication channels.
· Utilize a consistent brand voice and visual identity.
· Schedule regular content posting and engagement activities.
· Run targeted social media campaigns and paid advertising.
· Build relationships with media outlets and journalists.
· Organize impactful community events and workshops.
· Personalize communication with supporters and stakeholders.
· Respond promptly to inquiries and feedback.
9. Budget:
· Allocate resources for production, distribution, and promotion of marketing materials.
· Set realistic and sustainable budget for ongoing communication activities.
· Track expenses and identify areas for cost-efficiency.
10. Roles and Responsibilities:
· Assign team members, volunteers, and external partners to specific tasks.
· Establish clear lines of communication and accountability.
· Provide training and support to ensure effective implementation.
11. Timeline:
· Set deadlines for developing and launching marketing campaigns.
· Schedule regular content creation and communication activities.
· Track progress and adjust strategies as needed.
12. Monitoring and Evaluation:
· Track key metrics such as website traffic, social media engagement, and fundraising results.
· Use analytics tools to measure the performance of your campaigns.
· Conduct regular surveys and gather feedback from your audience.
· Evaluate the effectiveness of your strategies and make adjustments as needed.
13. Risk Management:
· Identify potential risks such as negative publicity, budget limitations, and staff turnover.
· Develop contingency plans to address these risks.
· Implement regular communication to mitigate potential issues.
14. Approval:
· Signatures and dates from authorized personnel to validate and implement the marketing and communication plan.
Note:
This template is a guide and can be adapted to the specific needs and context of your organization. It is crucial to continuously evaluate and update your plan based on your findings and the evolving environment. By implementing this comprehensive and strategic approach, your CSO can effectively communicate with its target audience, achieve its objectives, and make a lasting impact.


[Organization Logo]
[Organization Name]
Press Release
FOR IMMEDIATE RELEASE
Date: [Insert Release Date]
Contact:
Name: [Contact Person's Full Name]
Title: [Contact Person's Job Title]
Phone: [Contact Number]
Email: [Contact Email]
Headline: [Eye-Catching, Informative Headline About the News/Event]
[City, State] – [Insert Date] – [Start with a strong introductory paragraph that clearly and succinctly presents the who, what, where, when, and why of the news or event. This section should be engaging and capture the essence of your announcement.]
[Organization Name] is pleased to announce [Insert News/Event]. This [Type of News/Event] will take place on [Date] at [Time] at [Location].
[Second Paragraph]
[Provide more detailed information about the news/event. This may include background information, additional details about the event or announcement, quotes from key personnel, and the relevance or impact of the news.]
The [News/Event] is expected to [Expected Outcome].
[Third Paragraph]
[Include supporting information or context. This might cover the history of the issue, related achievements of your organization, or future plans. It can also include a relevant quote from a member of your organization or a prominent figure related to the event/news.]
"[Quote from a relevant individual]," said [Name of Individual]. "[Additional quote text]."
[Fourth Paragraph]
[Optional: Provide additional quotes, testimonials, or stories that add depth to your release and emphasize the importance or impact of your news/event.]
"[Quote from another relevant individual]," said [Name of Individual]. "[Additional quote text]."
[Final Paragraph]
[Conclude with a call to action or information on how readers can learn more, participate, or get involved. Include your organization's website and social media details if applicable.]
We encourage you to attend the [News/Event] and learn more about [Topic].
About [Organization Name]
[Provide a brief background about your organization. This section should inform readers about the nature of your work, your mission, and your key achievements.]
[Organization Name] is a [Type of Organization] dedicated to [Mission Statement]. We have a proven track record of success in [List of Achievements].
To learn more, visit [Website URL] or follow us on [Social Media Platforms].
[End of Press Release]
Social Media Policy Template:
1. Policy Statement:
This Social Media Policy outlines the guidelines and expectations for employees, volunteers, and representatives of [Organization Name] when using social media platforms, both in an official capacity and for personal use.
2. Objective:
The objective of this policy is to:
· Protect the organization's reputation and brand identity.
· Ensure responsible and ethical use of social media.
· Promote respectful and professional online conduct.
· Maintain confidentiality and protect sensitive information.
· Minimize legal and reputational risks.
3. Scope:
This policy applies to all employees, volunteers, and representatives of [Organization Name], regardless of their position or department.
4. Guidelines for Official Use:
When using social media on behalf of the organization, employees and representatives must:
· Follow established branding guidelines and best practices.
· Use a professional tone and language.
· Accurately represent the organization's mission, values, and services.
· Avoid disclosing confidential or sensitive information.
· Obtain prior approval for any official social media activity.
5. Personal Use:
While employees and representatives are free to use social media for personal purposes, they should:
· Avoid posting content that could be harmful to the organization's reputation.
· Maintain professional boundaries and avoid personal attacks or offensive behavior.
· Clearly identify themselves as individuals, not official representatives, when expressing personal opinions.
· Be mindful that their online actions can reflect on the organization.
6. Confidentiality:
Employees and representatives must not disclose confidential or sensitive information about the organization, its clients, or its employees on any social media platform.
7. Respect and Conduct:
Employees and representatives must:
· Treat others with respect and courtesy in all online interactions.
· Avoid discriminatory or offensive language.
· Refrain from engaging in hateful speech, harassment, or bullying.
· Maintain a professional demeanor even when interacting with critics.
8. Compliance with Laws and Policies:
Employees and representatives must comply with all applicable laws and regulations and the organization's policies and procedures when using social media.
9. Reporting Misuse:
Any suspected misuse of social media or breaches of this policy should be reported immediately to [designated individual or department].
10. Consequences of Policy Violation:
Violations of this policy may result in disciplinary action, up to and including termination of employment or contract.
11. Review and Amendments:
This policy will be reviewed and updated periodically to reflect changes in social media practices and legal requirements.
12. Policy Acknowledgement:
By accessing and using social media, employees and representatives of [Organization Name] acknowledge that they have read, understood, and agree to abide by this Social Media Policy.




Website Content Audit Template for Civil Society Organizations
Website Content Audit Template
Organization Name: [Organization Name]
Website URL: [Website Address]
Audit Date: [Date of Audit]
I. Page Analysis
	Page URL
	Title of Page
	Purpose of Page
	Content Quality
	User Engagement
	Call to Action
	Last Updated

	[Page 1 URL]
	[Page 1 Title]
	[Information
	[High, Medium, Low]
	[High, Medium, Low]
	[Donate Now, Learn More, Contact Us]
	[Date]

	[Page 2 URL]
	[Page 2 Title]
	[Donation]
	[High, Medium, Low]
	[High, Medium, Low]
	[Donate Now, Learn More, Contact Us]
	[Date]


II. Visual Content
	Page URL
	Images/Videos Quality
	Relevance of Visuals to Content
	Loading Time and Display Issues

	[Page 1 URL]
	[High, Medium, Low]
	[High, Medium, Low]
	[Yes/No]


III. Accessibility and User Experience
	Ease of Navigation
	Mobile-Friendliness
	Load Time
	Accessibility Features

	[High, Medium, Low]
	[Yes/No]
	[Fast, Slow]
	[Yes/No]


IV. SEO and Performance
	Keywords Usage
	Meta Descriptions
	Page Rankings
	Broken Links

	[High, Medium, Low]
	[High, Medium, Low]
	[High, Medium, Low]
	[Yes/No]


V. Compliance and Legal
	Privacy Policy
	Terms of Use
	Copyright Notices
	Accessibility Compliance

	[Yes/No]
	[Yes/No]
	[Yes/No]
	[Yes/No]


VI. Recommendations for Improvement
	Category
	Specific Recommendations

	Content Updates
	Update outdated content, improve clarity and accuracy, and add the missing information.

	Visual Enhancements
	Use high-quality images and videos relevant to the content and optimize loading time.

	Technical Improvements
	Improve mobile-friendliness, reduce page load time, and implement accessibility features.

	SEO Enhancements
	Optimize keyword usage, improve meta descriptions, and build backlinks.


VII. Action Plan
	Task
	Responsible Person/Team
	Deadline

	Update content on the About Us page.
	Marketing team
	January 31, 2024

	Optimize images on the homepage.
	Web development team
	February 15, 2024

	Implement mobile-friendly design
	Web development team
	March 31, 2024


VIII. Approval
[Signature and Date]
[Name and Title]
Notes:
· This template is a guide and can be adapted to meet the specific needs of your organization and website.
· You may need to add additional sections or modify existing sections depending on your website's complexity.
· It is important to involve relevant stakeholders in the audit process and to develop a clear action plan for implementing the recommendations.
· Be sure to conduct regular website content audits to ensure your website is effective and up-to-date.
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