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PROGRAMME UNIT: RSL PROGRAM _______________ See EOI_______
CAPACITY ASSESSMENT

PRE-QUALIFICATION QUESTIONNAIRE

FOR LOCAL INSTITUTIONS
PART I. BACKGROUND INFORMATION OF INSTITUTION
1. General information
a. Officially Registered Name of: Institution In Somalia__________________________________
b. Registrar by from? authorities, administration, elders or others___________________

c. Date of Registration (attach copy) ____________________________________________

d. Type of Institution (LNGO, CBO, CSO, VDC, CMC, DDC) or others____________________
e. Is your organization registered outside the country? ____________________________________

f. Main Office Address/Location ___________________________________________________
g. Contact Telephone No(s). _________________________Email Addresses_________________
h. Field Office location:_____________________Address/Tel____________________________
i. Contact person/name_________________________   Email Address:____________________ 
2. Governance and structure

a. Does the institution have mission, vision, objective and strategic plans? Yes/No____ if yes, attach copy
b. Does the Institution have functioning governance structure and organ gram? (Board of directors and executives)?______ If Yes, please gave Name, Address and Cell No. of the chairperson of the board of directors_______________
____________________________________________________
c. Name of Executive Director and contact Tel/Email: _________________________________________

d. Office Space: Is there office space? Yes/No________________ if yes, is it rented or owned __________
j. The institutional field of specialization: ____________________________________________________
k. Geographic Area of Operations:_____________________________________________________
PART II. PROGRAMME ISSUES
1. Community Driven Priorities, Project Development and Management
a. Has your institution conducted participatory project formulation before? Yes/No___ if yes, attach a copy of the last three years
b. Does your institution have monitoring and evaluation (M/E) system in project implementation? Yes/NO _____ if yes, attach a copy of the last three years
c. Does your Institution have communication strategy? Yes/NO ________If yes, please attach a copy
d. Does your institution subcontract any portion of work to other institutions/vendors in the last three years? Yes/No__ If yes, state the nature of work subcontracted and give the details of the last three sub-contracts in the below table
	Name of subcontractor
	location
	Nature of contract (Service, procurement or works)
	Total Amount 

	
	
	
	

	
	
	
	

	
	
	
	


PART III.  OPERATIONS
A. INSTITUTIONAL HUMAN RESOURCE MANAGEMENT
How many staff does your institution have? ___ How many of the institutional staff speak English language? ____
	NAMES
	CURRENT TITLE
	QUALIFICATION 
	YEARS OF EXPERIENCE
	YEARS OF EXPERIENCE WITH INSTITUTION

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note: Please attach CVs of the team leader, engineer, out reach specialist, communication specialist, IT specialist, monitoring & evaluation specialist and administration staff.

B. INSTITUTIONAL FINANCIAL MANAGEMENT AND INTERNAL CONTROL

1. Does the institution have a financial and internal control policy? Yes/no____ if yes, please attached copy.
2.  Does your organization maintain a Bank Account? Yes/No ______, if yes, please attached copy of official documents indicating the Bank name and location; account number; names of signatories and titles

3. Has there been any financial audits for the last three years?  Yes/No ____ if yes, please attached copy
4. Do you have the capacity to pre-finance any aspect of the project? If so, what is the maximum amount in US$_____________

C.  OFFICE EQUIPMENTS AND PERMENANT ASSETS
1. What equipment (office and others) and tools do you own that is considered suitable and available for the proposed work? Use additional sheets if required.

	ITEM
	QUANTITY
	CONDITION
	PRESENT LOCATION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2. What tools or equipment do you intend to purchase or rent in the next 3 months to perform such work
	ITEM
	QUANTITY
	LOCATION TO BE USED

	
	
	

	
	
	

	
	
	

	
	
	


PART IV. PREVIOUS EXPERIENCE
1. Past and present implementation record (to be verified):
a. Attach three different copies of previous projects implemented by your institution for the last three years 
	FUNDING AGENCY

(indicate name, address/location and tell no. and name of the contact person)
	NAME AND LOCATION OF PROJECT


	CONTRACT AMOUNT (US$)
	CONTRACT PERIOD 

(From XX to YY date)


	STATUS


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


b. Does your institution have system of donor reporting (annual, bi-annually, quarterly, monthly or weekly)? Yes/No, _______ if yes, attach a copy of the last one year reports.
c. Has your institution approached donor/funding institution including UN and International Agencies for funding this year? Yes/No ----if yes, give names; ________________________________________________________
2.   Knowledge and experience in working with local officials and community groups (as applicable)
1. Has the institution worked with local community and/or authority? Yes/No ___ if yes attach recommendation letters. 

2. Is there a Community Management Committee (CMC) or District Development Committees (DDCs) or Planning Committee in your geographical area? ______, If yes, describe their roles in community-driven development? 
	PART V: ASSESSORS COMMENTS AND RECOMMENDATIONS



	

	CSO #
	CSO name
	Working Area
	Criteria/Indicators/ Wheight
	 

	
	
	
	1. Registration and Governance structure
	2. Programming issues
	3. Operations 

	4. Previous experience
	5. Panel Impression
	Total
	Remarks

	
	
	
	Registration Certificate
	Year of registration
	Offices and contacts
	Governance and structure
	vision & mission & plans
	No & size of projects
	Relevance on the ground
	Monitoring & E system
	Communication Strategies 
	Project planning and Reporting
	Subcontracts offered
	Human Resources capacity
	Experienced staff
	Accountant and M & E officers 
	Financial Mgt and control
	Certified Audit
	financial records
	bank account
	Pre-finance and contributions
	Equipment & Infrastructure
	Number of previous projects & agencies
	Fund raising approaches
	Donor reporting systems
	Working with local authorities and community
	Panel impression of formats, documentation and submissions of documents and supporting documents
	
	 

	
	
	
	5
	3
	2
	5
	3
	4
	5
	5
	4
	5
	4
	5
	5
	5
	4
	1
	3
	3
	3
	3
	5
	2
	2
	3
	6
	100
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