INVITATION FOR Expression of Interest in Capacity Assessment for csoS
 1.0 INTRODUCTION 
In 2007  the Palestinian Authority, the Islamic Development Bank (IDB), and  the United Nations Development Programme/ Programme of Assistance to the Palestinian People (UNDP/PAPP) partnered to establish and jointly implement the Deprived families Economic Empowerment Programme (DEEP) as an innovative Palestinian model for poverty reduction. The first phase of the programme (2007-2010) was the piloting stage and targeted more than 6,000 vulnerable households with economic empowerment interventions seeking to achieve sustainable livelihoods, and successful graduation from poverty. 

On account of its extensive network of partners, outreach, and impact on families, DEEP is now considered the largest civil society-based poverty reduction initiative in the Palestinian territory, and is regarded a major pillar of the Palestinian Social Protection Programme led by the Ministry of Social Affairs. 
As the first phase is approaching its completion by the end of 2010, the preparations for launching the second phase in January 2011 are under way; and include the building of a solid base of partner civil society organizations to assist in the implementation of the second phase. The new phase will consist of economic empowerment interventions for approximately 12,000 households in the West Bank and Gaza Strip to be carried out during 2011-2014. 

This document provides a guidance note for civil society organizations interested in joining the programme to combat poverty in the occupied Palestinian territories through the DEEP. More specifically, the document provides an introduction to the project approach and main activities, describes the purpose of this call for expression of interest and outlines the process that should be followed by interested CSOs to participate in the programme. 

1.1 What is DEEP?

The Deprived families Economic Empowerment Programme is a poverty reduction programme seeking to empower and graduate chronically poor and hard hit families from being recipients of humanitarian assistance to economically independent and productive households, through accessing a package of financial and non-financial services that address their needs. 

The political and technical partnership of the programme with the relevant ministries of the Palestinian Authority as well as specialized NGOs and MFIs contribute to enhancing the impact of the programme and aligning it with national priorities. 

During the piloting phase DEEP set out to produce a model for poverty alleviation based on sustaining peoples’ livelihoods at the household level through supporting self-employment and micro-enterprise development as means to reduce unemployment, achieve higher economic growth and reduce poverty. 

The project succeeded in developing effective strategies to expand the opportunities for members of deprived families to engage in economic activities. This was facilitated through providing the target families with the needed resources to start a business, a social safety net to increase resilience, and access to financial and business development services to promote growth. The project enabled the entrepreneurs within these families to start up micro enterprises and create sustainable sources of income for their families. 
The DEEP model is ready to expand its well tested interventions to a larger pool of beneficiaries during phase two; and to start complementing, at a significant level,  the ongoing social protection program implemented by the Ministry of Social Affairs. 

In the second phase the project will target approximately 12,000 households identified by the Ministry of Social Affair and who are economically vulnerable and live below national poverty lines. These families will receive micro grants in the form of the necessary resources and services to start sustainable economic empowerment activities which seek to gradually graduate them from poverty and transfer them from chronic recipients of aid to potential entrepreneurs and productive workers. 

The new target families for the years 2011 – 2014 will benefit from the knowledge and experience built by UNDP and 26 civil society organizations including micro-finance institutions during the process of establishing more than 100 types of enterprises for 4000 households in all productive sectors of the Palestinian economy and with tested models in all cities and localities of the West Bank and Gaza.  

1.2 Role of Partner Civil society organisations
During the first phase of the programme, partner non-governmental organizations delivered economic empowerment grants and specialised microfinance institutions delivered Islamic microfinance products for the establishment and development of micro and small enterprises. The scope of this invitation for expression of interest covers only economic empowerment grants.
During the first phase of the project, civil society organizations consisting mainly of specialized NGOs, contributed significantly to the development of effective approaches to business start-ups and to the transformation of Palestinian households from dependants on aid to active entrepreneurs with growth potential. The partner NGOs have played an important role in complementing the work of the Ministry of Social Affairs in providing protective social safety nets to targeted families through the facilitation of access to social services in health, education, shelter, and food security through their wide network of partnerships with other NGOs and community based organizations. 

The DEEP is seeking to widen this partnership base to include new qualified civil society organizations to target the 12,000 households, which will be nominated in stages by the Ministry of Social Affairs in the years 2011 – 2014. 

The partner CSO are expected to perform and commit to the following roles in phase II of the programme: 

· Verify the economic status of nominated households

· Conduct comprehensive livelihoods assessments for verified households.  
· Determine the willingness and ability of potential beneficiaries to engage in economic empowerment activities;

· Assist the targeted households in designing an economic empowerment project that corresponds to their capacities, assets and desires and qualify as a business start-up activity;

· Assess the other social needs of the beneficiary households, which contribute to their vulnerability and constitute a threat or weakening factor to the sustainability of the economic intervention. The other needs maybe met  directly by DEEP through the services of specialized social programmes working in parallel with the economic empowerment interventions, or through partnerships with ongoing social protection programmes implemented by the government or the local civil society.;

· Provide business development support for emerging small enterprises supported through the programme, and participate in the development of a referral system to ensure proper access to micro-financing;

· Monitor and evaluate the short term and long term effects of the project on the and the overall wellbeing of the household in general and the economic status in particular; 

· Engage with MoSA and the other partner organizations in a national coalition to reduce poverty, and contribute to policy and strategy development through a forum for sharing and  exchanging  experiences and knowledge produced by the project; 

· Contribute, in human and logistic resources, to mapping and reviewing exercises to be carried out by the programme  for the development of knowledge products and assessments; and,

· Conduct sound and transparent planning, management and financial administration of individual projects according to the established UNDP rules and regulations.

1.3 The selection process of partner CSOS
The DEEP will carry out a selection process consisting of multiple stages to identify the most capable and qualified CSOs for partnership in this programme. As a first step, interested CSOs are expected to express their interest in partnering with the programme through submitting a complete application for capacity assessment according to the guidelines set out in this document. 

This process will be led and managed by Partner Selection Committee under DEEP. 

CSOs will be assessed based on the documents and information they provide during this process. The applications of short listed organizations maybe further examined and verified through visits, reference checks and interviews with staff, board members and beneficiaries. 

CSOs that demonstrate sufficient capacity to partner with DEEP will be notified in writing.  Once the qualified CSOs are notified, a negotiation process will be initiated to determine the size of contracts based on the project implementation plan for 2011. 

The capacity assessment outcomes will serve the project during the entire duration of Phase II. 

This call is only valid for civil society organisations interested in partnering with DEEP for the implementation of the economic empowerment grants.
Current  DEEP partners must also apply to this expression of interest to be considered in Phase II.  CSOs that are not part of the DEEP are encouraged to apply. 

2.0 The call for Expression of Interests 

2.1 The call

By the publication of this call, DEEP is inviting all interested civil society, non-profit, organizations with an experience in areas relevant to the programme to submit an expression of interest in accordance with the guidelines hereby provided. 

2.2 Purpose of this call for Expression of Interests

The purpose of this call is to identify CSOs with the capacity and mandate to engage in the implementation of interventions under the Deprived families Economic Empowerment Programme (DEEP). 

The main output for this assessment process is to produce a list of qualified organizations who can engage immediately in the implementation of economic empowerment grants to households nominated by the MoSA, and according to programme needs and available workload in the manner described in section 1.3 above.  

Consequently, the success of any NGO in the capacity assessment does not entail any obligations on DEEP to engage in any contractual agreement with this NGO. Interested organizations should provide their expression of interests (along with all required documents) with the full understanding that success in this process does not constitute a financial or legal commitment from UNDP to engage in contractual arrangements. 

The DEEP will determine the first batch of cooperation agreements based on project targets for 2011, the availability of funds, the level of experience and readiness of the NGOs, and the comparative advantage related to geographic outreach and specialization of the short-listed partners. 

2.1 Who can apply? 

Interested organizations must meet the following conditions to be eligible for the capacity assessment process:

1. Be registered as a not-for-profit non governmental organization in accordance with Palestinian Law 1/2000.

2. Be specialised and have a track record of programmes and activities in fields relevant poverty reduction. 

3. Be clear of any instance of conflict of interest whether in relation to DEEP, the Palestinian Authority or to potential partners or sub contractors. Applicants must provide a signed ‘no conflict of interest statement’ in the form provided. 

It is implied that these mandatory criteria, are essential for consideration for partnership with the programme. Any organization that does not meet any of the above requirements shall be automatically excluded from the assessment process. To demonstrate your compliance with the mandatory criteria, please refer to section 5.0. 
2.2 Assessable Criteria

CSOs that meet the mandatory criteria will then be assessed against the following assessable criteria as demonstrated in the responses provided in Forms 1-3 and their attachments: 

1. Aspirations

2. Strategy

3. Project management Capacity

4. Financial Capacity

5. Organizational Skills

6. Organizational Structure

7. Systems and Infrastructure

8. Human Resources

For a detailed explanation of the assessable criteria, kindly refer to section 4.0 of this document. 

3.0 SUBMISSION OF Expression of Interest DOCUMENTS 

3.1 What to submit 
All parties who are interested to apply for capacity assessment must submit the following documents: 

1. Form 1: Letter of Intent
2. Form 2: No Conflict of Interest Declaration
3. Form 3: Capacity Assessment form  
4. Form 4: Financial Management Assessment form
5. Attachment A: Organization’s Registration Form

6. Attachment B: Organization’s By-laws
It is mandatory that applicants use the forms specified in this document. Applicants must provide the above mentioned documents in the form of two hard copies and one soft copy, which must be attached on a CD containing the mandatory documents and any other attachments. The applicant is solely responsible for the operability of electronic media provided. DEEP team will only consider documents it can access for this capacity assessment. Any damaged or corrupted files will not be assessed. 
Any omission, non-compliance or inconsistency of submitted documents against the abovementioned requirements shall automatically mean exclusion from the capacity assessment process. 

If, after the submission deadline, an applicant realizes any form of shortcomings or inadequacy in the documents submitted and decides to submit them as supplementary information without being requested by the DEEP, then the DEEP cannot in any way be obliged to accept such supplementary information that the applicant may voluntary supply to augment the shortcomings, or improve the completeness of the documents submitted. 

3.2 When and Where to submit 
The closing date and time for receiving expression of interests applications is: 
14:00 hours (Jerusalem time) on 20th September 2010 
All applications for capacity assessment must be delivered by hand to the following address on or before this date and time\a. Applications for Prequalification received after the above deadline will not be considered. 

	Ramallah
	Gaza

	DEEP Programme 

UNDP/PAPP

Sateh Marhaba St.

El-Bireh-Ramallah

Telephone: 972 2 2428040

 Facsimile: 972 2 2428047
	DEEP Programme 

UNDP/PAPP

Omar Bin Abdul Aziz Street

Gaza

Telephone:972 8 2822167 

Facsimile:  972 8 2822021


3.3 How to seek clarifications 

Organizations wishing to seek clarifications with respect to this Invitation for Expression of Interest should send their request in writing to: 
to: ghadeer.taha@undp.org 
with the following subject line:
 “Invitation for Expression of Interest for Capacity Assessment- DEEP”. 

Requests for clarification must be submitted to the above email address at least one week prior to the deadline for applications. DEEP will provide responses to requests for clarification in the form of formal addenda which will be posted on the DEEP website – http://www.deep.ps/EoI 
These addenda will include a copy of the request for clarification but will not identify the source of the inquiry. 
In order to ensure fairness and transparency, telephone calls regarding the expression of interest submissions will not be answered. 
3.4 Further Verifications 

After reviewing and evaluating the Expression of Interest documents against the evaluation criteria set out at Section 2.1 above, DEEP reserves the right to further examine the competence and background of the CSO by undertaking further verifications on the validity and veracity of data and/or information contained in the documents received, through any means it may deem necessary, including, but may not be limited to, the following: 

1. Conducting background or character reference checks with previous donors, beneficiaries, local authorities or stakeholders, without need for permission of the CSO; 

2. Visits to, and on-site inspections of, the project locations, CSO office, facilities, or site of ongoing activities or projects of the CSOs.
3.6 Responsibilities of the Parties

CSOs submitting an expression of interests shall be responsible for the following: 

· Bearing of all costs associated with the preparation and submission of the documents; and,
· Taking the necessary steps to carefully examine and prepare the contents of the set of expression of interest documents, including their detailed ramifications and implications. 
DEEP, on the other hand, shall have no liability whatsoever for any failure on the part of the CSO, or any error the CSO may commit in complying with or interpreting this document, or for the rejection of the application on account of such failure, error or other cause. 
DEEP assumes no obligation or responsibility whatsoever to compensate or indemnify the CSO for any expenses or losses that might be incurred in the preparation of their expression of interest documents, regardless of the outcome. DEEP does not guarantee that an award of the contract shall be made during this activity. 
4.0 Assessment criteria and weights

	Criterion
	Score

	Institutional Aspiration
	

	This criterion addresses the extent to which the Organization has a clear vision for its social impact, its members and staff are aware of the organization’s mandate and strategic goals and the relevance of this mission to the objectives of DEEP. 
	100

	Strategy
	

	Under this criterion the Organization will be assessed for the adoption of a clear strategy with coherent programmes that contribute to its mission. The organization will also be assessed for the extent of alignment of its activities with the strategic programmes and goals, the progressive growth of these programmes and the soundness of the model adopted for funding this strategy.
	50

	Project management capacity and expertise
	

	This criterion assesses the Organization’s capacity in the entire project management cycle with a special consideration for experience in poverty reduction, economic empowerment, MSE development. It reviews the programme development, monitoring and evaluation and reporting capacities of the Organization.
	300

	Financial Management Capacity 
	

	This criterion assesses the Organization’s capacity in Accounting, Budgeting, Financial Control and Inventory Management, and Financial Reporting. 
	300

	Organizational skills
	

	This criterion assesses the Organization’s ability to develop and adopt sound organizational and operational processes that enhance the efficiency and effectiveness of the organization. This criterion will also assess the Organization’s ability to capitalize on partnerships to create synergies and improve impact for the target groups.
	50

	Human Resources
	

	This criterion assesses the staffing levels of the organization and the manner in which it utilizes its human resources to fill programme and operational vacancies. It places importance on the vision and skills of the Organization’s director and the senior team.
	100

	Systems and infrastructure
	

	This criterion assesses the presence of well established and sound systems especially for human resource management, retention and development. It assesses the Organization’s physical and technological infrastructure. 
	50

	Organizational Structure
	

	This criterion assesses the governance of the Organization, the extent to which its Board exercises its duties and advances the development of the Organization. It also assesses the inter-departmental coordination between the Organization’s different units and the extent to which the experience and resources of one department are utilized by other departments. 
	50


5.0 checklist for application and attachments
	Mandatory application forms

	Name
	Title
	Included

	Form 1
	Letter of Intent
	 FORMCHECKBOX 


	Form 2
	No conflict of Interest Declaration
	 FORMCHECKBOX 


	Form 3
	Capacity Assessment Form
	 FORMCHECKBOX 


	Form 4
	Financial Management Assessment Form
	 FORMCHECKBOX 


	Attachments to the Application

	Attachment 1
	Organization’s Registration Certificate
	 FORMCHECKBOX 


	Attachment 2
	Organization’s By-Laws
	 FORMCHECKBOX 


	Attachment 3
	Current Strategy Document
	 FORMCHECKBOX 


	Attachment 4 -
	CVs of Board members and Key Staff
	 FORMCHECKBOX 


	Attachment 5
	Institutional monitoring and evaluation system
	 FORMCHECKBOX 


	Attachment 6
	Annual work plan 2010
	 FORMCHECKBOX 


	Attachment 7 -
	Sample project M&E plan
	 FORMCHECKBOX 


	Attachment 8 -
	Sample of External/internal impact assessment or project evaluation
	 FORMCHECKBOX 


	Attachment 9 -
	Sample of manuals/methodologies etc.. used for project implementation
	 FORMCHECKBOX 


	Attachment 10 -
	Samples of any publications
	 FORMCHECKBOX 


	Attachment 11 -
	Samples of project documents
	 FORMCHECKBOX 


	Attachment 12
	Organization Capacity Assessment/ Development plan
	 FORMCHECKBOX 


	Attachment 13 -
	Any Administrative or financial manuals
	 FORMCHECKBOX 


	Attachment 14
	Communication strategy
	 FORMCHECKBOX 


	Attachment 15 -
	Press Clips/ media material
	 FORMCHECKBOX 


	Attachment 16 -
	The Organization's chart of accounts  and a detailed Trial Balance for years : 2007,2008 and 2009 , generated from the official accounting system
	 FORMCHECKBOX 


	Attachment 17
	The petty cash ledgers - generated from the system - for the fiscal year 2009
	 FORMCHECKBOX 


	Attachment 18-
	Copies of : petty cash replenishment request, petty cash custodian receipts/confirmations , petty cash expenses report , petty cash payment vouchers and sample of petty cash signed physical inspection reports during the year 2009
	 FORMCHECKBOX 


	Attachment 19
	List of the authorized signatories , their positions,  and their authorized signature thresholds
	 FORMCHECKBOX 


	Attachment 21
	The NGOs Financial Policies and Manual of Accounting Procedures
	 FORMCHECKBOX 


	Attachment 22-
	The NGO's Fixed assets inventory list for years 2007 , 2008 and 2009
	 FORMCHECKBOX 


	Attachment 23
	List of the designated financial committee members / staff -persons and their positions
	 FORMCHECKBOX 


	Attachment 24-
	The audited financial statements attached with the management letter for years : 2007, 2008 and 2009
	 FORMCHECKBOX 


	Attachment 25
	List of the selected external auditor for the last five years
	 FORMCHECKBOX 


	Attachment 26
	Manual of the NGOs Procurement Guidelines
	 FORMCHECKBOX 


	Attachment 27-
	Bank reconciliation for the months June, July and August for the years 2007 and 2008
	 FORMCHECKBOX 


	Attachment 28-
	Sample of approved submitted Financial Reports for the quarters: 1st Q & 2nd Q for year 2008 and 3rdQ & 4thQ for year 2009
	 FORMCHECKBOX 


	Attachment 29 -
	Any Other Relevant attachments
	 FORMCHECKBOX 



Applicants must provide ALL those forms and attachments that appear to be shaded in the table above. When naming files for soft copies of the application, applicants MUST use the name next to the title of the document as the file name adding letters alphabetically  for multiple attachments under the same category. 

For example: when submitting CVs for board members the file names for each CV should be: Attachment 4 -A.doc; Attachment 4-B.doc etc…

FORM 1 
TEMPLATE FOR LETTER OF INTENT 
(To be printed on the Official Letterhead of the CSO) 
Date 

Mr Nawwaf Atawneh

Project manager

Deprived families Economic Empowerment Programme
Dear  Mr. Atawneh , 
SUBJECT : Expression of Interest in Partnership with DEEP
We, (Name of CSO), a non-governmental not-for-profit organization duly organized and registered with the Palestinian Authority under registration number________________ since ____________, hereby express our interest to participate in the capacity assessment conducted by DEEP. 
We wish to delegate (Name of CSO’s Representative), the (title) to act for, and in behalf of, the organization for all activities associated with this capacity assessment.
We hereby declare with confidence that we accept all the terms and conditions established by DEEP with the awareness that our participation in the capacity assessment process does not entail any commitments or responsibilities whether financial or otherwise on the part of the DEEP. 

We also affirm that all information provided in the forms and attachments to this expression of interest are true and accurate and we understand that any wrongful information provided on our part can lead to our disqualification.
Yours Sincerely,
Name

Title 
FORM 2 
TEMPLATE FOR DECLARATION OF NO CONFLICT OF INTEREST 
(To be printed on the Official Letterhead of the CSO) 
Date 
Mr. Nawwaf Atawneh

Project Manager

Deprive families Economic Empowerment Programme
SUBJECT : Declaration of No Conflict of Interest with relation to partnership with DEEP
I hereby certify that there is not any actual or potential conflict of interest or unfair advantage at this time, in (CSO Name) applying for capacity assessment to DEEP. 
In providing this application, our organisation has no knowledge of or the ability to avail ourselves of confidential information (other than information which may have been disclosed by UNDP in the normal course of inviting applications for capacity assessment) where the confidential information would be relevant to the future partnership or the capacity assessment process. 
If selected on the basis of this process, our teams will ensure that no conflict of interest will be present in the process of selecting our beneficiaries or partners. We commit to disclosing any information regarding kinship, commercial relations, economic interests between staff members of our organisation or partners and third parties benefiting from, or contracted to deliver services or goods through, the project.

Signed : 
(President / CEO / Chairman) 
 FORM 3

CAPACITY ASSESSMENT

QUESTIONNAIRE FOR NON GOVERNMENTAL ORGANIZATIONS
	Section 1. Organizational Identity

	Full legal name
	

	Main Office Address
	
	Legal Status
	

	Website
	
	Registration No.
	

	Organization Email
	
	Telephone
	

	Field offices
	
	Fax number
	

	Contact person
	

	Title
	
	Contact email
	

	Please paste below your organization’s profile

	


	Section 2. Organization’s governance

	A.  Organization Registration Date:

	

	B.  Actual Start-up Date:
	

	C.  Director/Manager
	

	D.  List of Board Members: (attach CV’s)

	Name
	Profession
	Position
	Years on Board

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	E.  Organizational Chart (Please Attach Current and Previous Charts within the last 5 (FIVE) years)

	


	Section 3. Organizational aspirations and strategy

	State the following information for your organization

	Vision
	

	Mission
	

	Strategic Objectives
	

	Does your organization have any of the following

	a. A mission, vision, objective and strategic plans?
	 FORMCHECKBOX 
 Yes (attach copy)
	 FORMCHECKBOX 
 No

	b. internal by-laws
	 FORMCHECKBOX 
 Yes (attach copy)
	 FORMCHECKBOX 
 No

	c. an institutional monitoring and evaluation system
	 FORMCHECKBOX 
 Yes (attach copy)
	 FORMCHECKBOX 
 No 

	d. an organizational annual work plan for 2010
	 FORMCHECKBOX 
 Yes (attach copy)
	 FORMCHECKBOX 
 No


	Section 4. Project cycle management

	Please describe the methodology used in designing your projects (please use one of your recently implemented/under implementation projects as an example).

	

	Does your organization 

	a. have M&E plans for your projects
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	b. develop a logical framework or another form of results matrix for its projects
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	c. conduct internal impact assessment/evaluation of its programmes and projects
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No 

	d. develop tools/ methodologies/ manuals for the implementation of its projects
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	e. produce any publications, research, needs assessments etc…?
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No


For each of the projects you have developed (whether it was funded or not) in the past 3 years please provide the following information: 

(if more than 12 projects kindly provide information about any 12 projects of your choice)

Please attach samples of three project documents at least one of which has been funded

	Project title:
	

	Project Objective(s)
	

	Project outputs
	

	Project description
	

	Location of the action
	Target group and number of beneficiaries
	Partners
	Funded/ not funded
	Donor
	Total project cost
	Dates 

	
	
	
	
	
	
	


	Project title:
	

	Project Objective(s)
	

	Project outputs
	

	Project description
	

	Location of the action
	Target group and number of beneficiaries
	Partners
	Funded/ not funded
	Donor
	Total project cost
	Dates 

	
	
	
	
	
	
	


	Project title:
	

	Project Objective(s)
	

	Project outputs
	

	Project description
	

	Location of the action
	Target group and number of beneficiaries
	Partners
	Funded/ not funded
	Donor
	Total project cost
	Dates 

	
	
	
	
	
	
	


	Section 5. Organizational skills

	a. Has your organization conducted or benefited from capacity assessments/development plans 
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	b. Does your organization have human resources manuals, administrative manuals, operational manuals or other manuals intended to streamline its administrative processes?
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	c. Had your organization formed any local or international partnership in the past? Attach sample of partnership agreement
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No 

	d. Does your organization have a communication/ media/ outreach plan? Attach copy, and samples of press clips etc…
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	e. Does your organization participate in local or international forums? Attach reports from participants 
	 FORMCHECKBOX 
 Yes (attach sample)
	 FORMCHECKBOX 
 No

	f. Is your organization a member of any umbrella network
	 FORMCHECKBOX 
 Yes 
	 FORMCHECKBOX 
 No

	If Yes, which networks?
	


	Section 6. Human resources

	a. How many staff members does the Organization have? 
	

	b. What is the number of technical staff?
	

	c. What is the number of Administrative staff
	

	Please fill in the following information about the organization’s key staff members

	Name
	Current title
	Qualification and field
	years of experience
	Employment duration 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Section 7. Organizational Infrastructure

	a. Does the organization have office space? 
	 FORMCHECKBOX 
 Yes 
	 FORMCHECKBOX 
 No

	b. Is it rented or owned
	 FORMCHECKBOX 
 Rented 
	 FORMCHECKBOX 
 Owned

	c. What is the total office area?
	

	d. What is the area of space allocated for staff offices?
	

	e. What is the total area for meeting rooms?
	

	f. What is the total area for training rooms?
	

	g. What is the total area for other facilities?
	

	h. How many office rooms do you have?
	

	i. Does your organization have a management information system/ database? Please describe if Yes
	 FORMCHECKBOX 
 Yes                    FORMCHECKBOX 
 No

	Describe:



	j. What equipment and tools does your organization have or rent?

	Item 
	quantity
	condition
	Presented location
	Owned/rented

	Computers
	
	
	
	

	Printers
	
	
	
	

	Scanners
	
	
	
	

	Faxes
	
	
	
	

	Telephone sets
	
	
	
	

	Copiers
	
	
	
	

	Vehicles
	
	
	
	

	Other (Specify)
	
	
	
	

	k. What equipment and tools does your organization intend to acquire in the near future?

	Item 
	quantity
	location
	Owned/rented

	
	
	
	

	
	
	
	


Form 4

Financial Management Assessment form

	Financial Management Assessment
	Yes
	No
	N/A
	If the answer is N/A provide a clear explanation
	Required Attachments

	1. Accounting
	 
	 
	 
	 
	 

	1-1.  The Organization has a clearly defined Chart of Accounts.
	 
	 
	 
	 
	The Organization's chart of accounts  and a detailed Trial Balance for years : 2007,2008 and 2009 , generated from the official accounting system

	1-2.  All transactions are coded in accordance with the Chart of Accounts.
	 
	 
	 
	 
	

	1-3.  The Organization's Accounting System enables it to report by project.
	 
	 
	 
	 
	

	1-4.  The Organization's Accounting System enables it to report by donor.
	 
	 
	 
	 
	

	1-5.  The Organization's Accounting System enables it to handle more than one currency.
	 
	 
	 
	 
	

	1-6. The Organization follows donor requirements in terms of opening separate accounts. 
	 
	 
	 
	 
	

	2. Financial Control and Inventory Management
	 
	 
	 
	 
	 

	2-1. Petty cash transactions are kept to a minimum 
	 
	 
	 
	 
	The petty cash ledgers - generated from the system - for the the fiscal year 2009

Copies of : petty cash replenishment request, petty cash custodian receipts/confirmations , petty cash expenses report , petty cash payment vouchers and sample of petty cash signed physical inspection reports during the year 2009

	2-2.  Cash is kept in a locked safe under the responsibility of a designated cash custodian
	 
	 
	 
	 
	

	2-3.  The cash custodian keeps a cash book documenting all cash transactions.
	 
	 
	 
	 
	

	2-4.  All cash transactions are documented by a receipt that shows who disbursed the funds, who received the funds, who authorized the funds and how the funds will be spent.
	 
	 
	 
	 
	

	2-5.  A person may not receive a cash advance if s/he already has an outstanding advance. 
	 
	 
	 
	 
	

	2-6.  Cash advances are only cancelled when adequate receipts and change are submitted.
	 
	 
	 
	 
	

	2-7.  Bank checks are signed by at least two people, neither of whom is directly responsible for preparing financial reports.
	 
	 
	 
	 
	List of the authorised signatories , their positions,  and their authorised signature thresholds

	2-8.  Bank payments are reviewed and authorized by someone who checks that proposed disbursement is in accordance with the approved budget.
	 
	 
	 
	 
	The NGOs Financial Policies and Manual of Accounting Procedures

	2-9.  All fixed assets are coded and incorporated in a fixed asset inventory control.
	 
	 
	 
	 
	The NGO's Fixed assets inventory list for years 2007 , 2008 and 2009

	2-10.  Consumption of office and other supplies is managed by an inventory control system.
	 
	 
	 
	 
	The NGOs Financial Policies and Manual of Accounting Procedures

	2-11.  Internal audits are conducted at least once a year by a designated Committee.
	 
	 
	 
	 
	List of the committee members / staff -persons and their positions 

	2-12.  There is a designated Committee responsible of defining the policies that ensure that the Organization follows transparent accounting practices. 
	 
	 
	 
	 
	List of the committee members / staff -persons and their positions 

	2-13.  A designated Committee systematically analyzes the financial management system, budgets, and financial reports of the Organization.
	 
	 
	 
	 
	List of the committee members / staff -persons and their positions 

	2-14.  External Audits are conducted by a reputable firm on annual basis
	 
	 
	 
	 
	The audited financial statements attached with the management letter for years : 2007, 2008 and 2009

	2-15.  Board of directors and/or Board of Trusteed ensure that an external audit is conducted of the Organization's books by a reputable auditing firm on annual basis
	 
	 
	 
	 
	The audited financial statements attached with the management letter for years : 2007, 2008 and 2010

	2-16.  Board of directors and/or Board of Trusteed participate in the selection of the NGO 's external audit 
	 
	 
	 
	 
	List of the selected external auditor for the last five years 

	2-17.  The NGO have the ability to procure goods, services and works on a transparent and competitive basis.
	 
	 
	 
	 
	Manual of the NGOs Procurement Guidelines

	3. Financial Reports
	 
	 
	 
	 
	 

	3-1.  Bank reconciliations are made on monthly basis 
	 
	 
	 
	 
	Bank reconciliation for the months June, July and August for the years 2007 and 2008

	3-2.  Bank reconciliations are checked and approved by head of finance  department 
	 
	 
	 
	 
	

	3-3.  Quarterly financial reports are produced and submitted for the review and approval of the head of finance department
	 
	 
	 
	 
	Sample of approved submitted Financial Reports for the quarters: 1st Q & 2nd Q for year 2008 and 3rdQ & 4thQ for year 2009

	3-4.  The financial reports include a cash position / reconciliation
	 
	 
	 
	 
	

	3-5.  The financial reports include a statement of expenses against budget.
	 
	 
	 
	 
	

	3-6.  The financial reports are used to assist the budgeting process.
	 
	 
	 
	 
	

	3-7. The Organization presents a full financial statement in its annual report for public consumption.
	 
	 
	 
	 
	

	3-8.  The Organization prepares and submits accurate financial reports to donors in a timely fashion.
	 
	 
	 
	 
	

	3-9.  The reports are prepared by staff who have a strong accounting background.
	 
	 
	 
	 
	

	3-10.  The  reports are reviewed and approved by the Executive Director.
	 
	 
	 
	 
	



