Annex B-4

Capacity Assessment Minimum Documents

[To be submitted by proponents and assessed by the reviewer]

Call For Proposals
Women in Leadership Academy
CFP No. 001-2026

including evidence of their selection processes

Document Mandatory / Optional
Governance, Management and Technical

Organization’s legal registration documentation Mandatory

Rules of governance of the organization Mandatory

Organigram of the organization Mandatory

List of key management at organization Mandatory

CVs of key personnel of organization who are proposed for the engagement with Mandatory

UN Women

Details of organization’s anti-fraud policy framework (which shall be consistent Mandatory

with UN Women’s anti-fraud policy)

Details of organization’s PSEA policy framework Optional
Mandatory

Documentation evidencing training offered by organization to its employees and

associated personnel on prevention and response to SEA.

Organization’s policy and procedure documents in respect to grant-making (if Mandatory

grant-making activities are included in the UN Women Terms of Reference of the

CFP)

Organization’s policy and procedure for selecting partners (if sub-partner/s are Mandatory

going to be used)

Administration and Finance

Administrative and financial rules of the organization Mandatory

Details of the organization’s internal control framework Mandatory

Audited statements of the organization during last 3 years Mandatory

List of banks with which organizational bank accounts are held Mandatory

Name of external auditors of organization Optional

Procurement

Organization’s procurement policy/manual Mandatory

Templates of the solicitation documents for procurement of goods/services (e.g., Mandatory

request for quotation (FRQ), request for proposal (RFP) etc.) used by organization

List of main suppliers/vendors of organization and copies of their contract(s) Mandatory




Client Relationship

List of main clients/donors of organization Mandatory
Two references for organization Mandatory
Past reports to clients/donors of organization for last 3 years Mandatory




