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[bookmark: _GoBack]Checklist Organisational Capacity Assessment (COCA) for Group Training[footnoteRef:2] [2:  An approval of the COCA for Group Training is not valid for the Orange Knowledge Programme instrument Institutional Collaboration Projects. In addition, the approval of the COCA for Group Training cannot exceed an amount of 400.000 euro.] 

Tailor-Made Training (Plus) and Refresher Course - OKP

Introduction
Nuffic’s Orange Knowledge Programme is a global development programme, funded by the Dutch government. It was kicked off mid-2017 for the period of five years and involves around 50 countries. By mid-2022 it will have reached at least 51,000 people with its instruments focused on education. 
Our objective is to contribute to a society’s sustainable and inclusive development by strengthening the skills and knowledge of both individuals, groups of individuals and organisations. 
We aim to strengthen education systems, education policy and education programmes that do not discriminate on the basis of gender, race, ethnic origin, religion, sexuality or other characteristics. The Orange Knowledge Programme consists of 4 instruments: Institutional collaboration projects, Tailor-Made Training (plus) for groups, Individual scholarships for mid-career professionals and alumni activities. 
Nuffic manages the programme on behalf of the Dutch government. Part of that task is to identify and select appropriate projects and partners.
As a part of the selection and/or evaluation of the application, Nuffic also assesses the applicant’s capacity to manage projects and administer project funds in an accountable manner. In order to be able to get an impression of the way an administrative and financial organisation is available in your organisation we need you to fill in the Checklist for Organisational Capacity Assessment (COCA) in English, French or Dutch.
The aim of the COCA is to describe how your organisation manages projects and project’s finances and how it is able to implement a project (administration in an efficient and effective manner). Furthermore this COCA is used to determine whether your organisation is financially sound enough to ensure continuity throughout a project and has the capacity needed to manage an activity on the scale of a group training. 
In addition to the completed COCA you will need to provide the following mandatory documentation in English, French or Dutch (for your convenience we have attached a column for you to check if you have attached all documents before submittal – see next page):
Please note that the COCA must be updated annually. For this yearly update document A, E, F and G must be submitted to Nuffic. In addition we would like to receive new documents if they have changed significantly to the previously submitted versions. If the last update of the COCA is more than 2 years ago, a complete COCA must be filled in.

	No
	Document
	Question
	Mandatory
	Available upon request [footnoteRef:3] [3:  These documents must be available upon request within two weeks (14 calendar days) ] 

	Check

	A
	A document showing that your organisation is registered with the Chamber of Commerce and/or the appropriate professional association in your country of residence; such documents should not be more than six months old
	1.2.3
	X
	
	|_|

	B
	Organisation’s mission statement
	1.3.1
	X
	
	|_|

	C
	Strategic Plan and/or other policy documents, which describe what the organisation wants to achieve within a fixed period (e.g. 5 years) and how it intends to realize these plans; in other words the operationalization of the mission statement)
	1.3.2
	
	X
	|_|

	D
	Gender Policy Document
	1.3.2
	
	X
	|_|

	E
	An organisation chart and description of staff numbers and functions (including overview holding structure, if applicable)
	2.1.1
	X
	
	|_|

	F
	Financial statements of the previous two financial years.
	3.1.2
	X
	
	|_|

	G
	Audit reports for your organisation drawn up by an external auditor for the previous two years
	3.1.3
	X
	
	|_|

	H
	An overview of previously executed relevant projects
	4.2.1
	X
	
	|_|

	I
	Bank account statement (not older than 6 months)
	
	X
	
	|_|



Please ensure that all answers are kept within the maximum amount of 500 words, unless specified otherwise. Nuffic bases its judgement on the information that is submitted, in cases of doubt, other sources of information may be consulted as well.






1. General information
1.1  Contact details
Identity:
	Full legal name (name of organisation)
	

	Acronym or abbreviation (if applicable)
	

	Company or business registration number 
(if applicable)
	

	Type of organisation (please select the appropriate answer(s)).
	|_|    government or public sector 
|_|    education or research institution (university, education or 
        training centre, etc.)
|_|    non-governmental organisation (NGO)
|_|    private sector



Visiting address:
	Street address 
	

	City
	

	Postal code 
	

	Country
	



Contact details applicant:
	Telephone
	

	Email address
	

	Website
	



Postal address details (if different):
	Street address / P.O. Box
	

	City
	

	Postal code
	



Details of legal representative:
	Family name
	

	Given name
	

	Gender
	

	Position
	

	Email address
	

	Telephone
	



Any change in contact person, the addresses, phone numbers and in particular email must be notified in writing to Nuffic.
1.2  Legal Framework
1 
1.1 
1.2 
1.2.1 What is the legal entity of the organisation;	
1.2.2 How and where is it registered;			
1.2.3 Please provide copy of abstract of Chamber of Commerce (document A)
1.3 Mission and strategy
1.3.1 Describe the organisation’s mission (mandate, purpose and vision (document B)
1.3.2 Is there a policy or strategy document in which the organisation’s mission is operationalised? (document C)
a. Describe the main priorities/goals, instruments, and achievements of the strategy in the relevant subject area. 
b. Describe the main activities of the organisation (maximum 200 words)
c. Describe your organisation’s position and actions in term of gender issues:

	
	Yes
	No

	Does the organisation have a gender policy statement? (document D)
	
	

	Does the organisation have a gender policy/strategy/action plan?
	
	

	Has the organisation conducted gender analyses?
	
	

	Is there a balanced representation of men and women in senior management?
	
	

	Is there a balanced representation of men and women at all levels of staffing?
	
	



2. Organisational capacity
2.1 Structure
2.1.1 Describe the organisational hierarchic structure (include an organisational chart and description of staff numbers and functions (document E))

3. Financial and administrative management
3.1 Financial capacity and feasability
3.1.1 Give the following financial information for the previous two years:
a. Equity and reserves/annual staff and overhead budget;
b. Financial ratios (Liquidity = Current Assets / Current Liabilities; Solvency = Net Worth / Long Term Debt);
c. Main sources of income during the last 3 years (specify between income generated by the organisation itself and other sources of income).
3.1.2 Please provide the annual reports (including financial reports) of the last 2 financial years for which the accounts have been closed. The applicant is expected to present the definitive financial statements of the most recent financial year for which the accounts have been closed within 7 months after ending of the financial year (document F).
3.1.3 Please provide the auditors reports of the last 2 years (document G).

4. Experience
4.1  Dutch Government funded experience
4.1.1 Does your organisation have previous experience of implementing activities sponsored by the Dutch Government? If so, describe the activity, the funding, the period and the country of implementation.
4.2  Project implementation experience
4.2.1 Describe the organisation’s experience with project implementation. (document H)

	project description
	country
	partners (include role, e.g. lead or consortium partner)
	period
	lessons learned
	reference*

	
	
	
	
	
	

	
	
	
	
	
	


*Include contact person and contact details

Signature applicant

Name:	  ………......				Place: ……………		
Position: ………......				Date:  ……………
Signature: 	
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