
 Applicant Self Capacity Assessment tool
Name of the organization: -------------------------------------			                                  Date of Submission:  ------------------------------------
Organization’s Thematic Areas / Working Sectors: 
(1) -------------------------------------------
(2) -------------------------------------------
(3) -------------------------------------------
	S/No
	Theme
	Description
	Comments
	Feedbacks/ Responses of the potential partner
(Yes/ No/ Comments and Justification)
	Rating Scale
(1 to 5) 
1= very weak
5= excellent 

	1
	Emergency Damages Needs Assessment
	Does the organization has a written strategy for a humanitarian needs assessment? 
	The strategy may include ToRs, methodology, guidelines, protocols, ethics of data collection and usage and various tools of data collection (questionnaires, FGDs etc.)
	
	

	
	
	Does the organization has a mechanism for data management (data collection tools, cleaning, storing, retrieving and reporting)?  
	Since the strategy governs the overall mechanism for needs assessment in a humanitarian context, we expect that the organization has developed tools for data collection, storing and reporting for specific responses like drought response, flood response etc. We also expect that the organization has a mechanism for storing data and record for a long time which can be conveniently retrieved when needed.  
	
	

	
	
	Does the organization has the capacity to design, conduct and report systematic humanitarian needs assessments
	The organization has a dedicated M&E or trained staff who is responsible for developing tools for data collection, reviewing and reporting, designing assessment studies as per the strategy of the organization as per the above comment. 
	
	

	
	
	What challenges does the organization face in designing and implementing the assessment studies?  How the organization overcome these challenges?
	These may include;
(1) Technical skills/ lack of dedicated person/ limited capacities of staff
(2) Lack of proper strategy for conducting assessment studies 
(3) Lack of appropriate tools/ data management mechanism 
(4) Lack of appropriate reporting formats 
	
	

	2
	Monitoring, Evaluation and Learning 
	Does the organization has an M&E manual? 
	The manual may include mechanism and tools of monitoring including a strategy of data collection through various techniques and its reporting. It may include M&E approaches (process monitoring, progress monitoring, spot-checks etc.) for humanitarian projects.
	
	

	
	
	Does the organization use M&E plans for humanitarian projects? Or has used any specific plan in the past? 
	This may include Logfram, PMP[footnoteRef:1], RBM[footnoteRef:2] etc. as per the donor requirements. We expect that the organization should be familiar with all at least one of them and have applied during humanitarian projects in the past.   [1:  PMP: project management plan]  [2:  RBM: Results based management] 

	
	

	
	
	What M&E methods does the organization frequently use for humanitarian projects? Or it uses mix M&E approaches?
	We expect that the organization has a mechanism and strategy  for process monitoring, progress monitoring and spot checks as per M&E manual mentioned above. Please specific the monitoring methods the organization has used for progress and process monitoring.
	
	

	
	
	Has the organization conducted assessments, baselines or impact studies by using its in-house capacity in the light of tools, strategy and manual it has? Provide specific examples. 
	We expect that the organization has utilized its in-house capacity (strategies and staff) for humanitarian assessments, baseline and impact studies. 
	
	

	
	
	How does the organization maintain project documentation? 
	We expect that the organization has a proper mechanism in place for file management, database, muster-roll etc.  
	
	

	3
	Project proposal/ application writing
	What challenges does the organization face in proposal development?
	(1) in terms of identification and designing of relevant activities as per needs assessment report, selection of geographic areas for humanitarian response, targeting of the affected population, coordination with the stakeholders and sustainability/ exit plan after the completion of project)
(2) challenges in understanding and articulating the context 
(3) Challenges in understanding the donor’s requirements/ call for proposals
	
	

	4
	Project Implementation
	How does your organization manage emergency response projects
	In term of interaction with the affected population, stakeholders, selection of geographic area, beneficiaries, coordination, reporting and exit.
	
	

	5
	Cross-Cutting (Accountability, Gender and Protection in Emergencies) 

	How does the organization mainstream protection and age & disability in its needs assessment, project/program design and implementation? What are the key challenges for non-considering the gender/cross-cutting themes in the assessment and project design stage?

	We expect that the organization has any formal beneficiaries feedbacks or/and complaints mechanism in writing and community feedback are incorporated into the design/re-design of humanitarian responses. 
The organization is sensitized to collect and maintain data segregated by sex, age, disability and ensuring women, girls, boys and men in programing.
	
	

	
	
	Has the organization considered minimum quality and accountability standards e.g. SPHERE and Core Humanitarian Standards (CHS) in their previous projects and how? 
	The organization design tools for the data collection on the basis of recommendations outlined in CHS and SPHERE Handbook. 
	
	

	6
	Coordination and networking
	Does the organization coordinate needs assessment and emergency response programs with disaster management authorities and for a?
	The organization is a member of a humanitarian forum like NHN etc. and actively participate in the forum. The organization has active coordination with DMAs at district and provincial levels and shares its plans and data with them. 
	
	

	7
	Human Resources
	Does the organization has documented HR policies and procedures specifically for emergency projects? When was it last updated? 
	The policy may include recruitment, selection & induction processes for humanitarian projects. Procedures for different types of hiring processes and Record required in HR file being documented in the HR policy. Please also update about job descriptions and contracts of your staff.
	
	

	
	
	What is the process of recruitment and selection of your organization? 
	The process may consist of the following: long listing, shortlisting, formation of interview panel, filling in the interview questionnaire, summary for result generated and approved and reference check?
	
	

	8
	Transport Management
	Does the organization have any written policy and procedure or some sort of guidelines for transport, including fuel management?
	The policy or guidelines may include different aspects of transport like vehicle hiring process, log books, travel request form, first aid kit, fire extinguisher etc.

	
	

	
	
	Is a vehicle log book maintained? Is the purpose or traveler signature recorded on it?

	A complete log book will have updated record of travelling dates, purpose of travel, kilometer IN, kilometer OUT, traveler name, POL entry and Signature.
	
	

	9
	Procurement
	Does the organization has written policy and procedures for procurement of goods and service?
Does the policy covers the warehouse management and code of conduct?
	Organization has procurement manual approved by senior management or board of director (as per organizational controls). The procurement manual provide adequate means of internal controls. The procurement procedures are clearly explained and cover all aspects of procurements such as how to set thresholds, procurement methods including petty cash, quotation process, tender process etc.). If the procurement manual/internal controls meets major donor requirements and in compliance with legal requirements. There are evidence available to reflect that the procurement manual is complied.  There are evidence or system in place of updating the procurement manual based on lessons or changing operating environment.
	
	

	
	
	Are there procurement thresholds in place and are in line with the followed financial threshold? 
	Organization may have threshold available for:
petty cash, single quote, 3 open quotes, 3 sealed quotes and national and international tender.
	
	

	
	
	Which of the following documents are used?
- Supplies request; Procurement Plan; Request for Quotation; Quote Evaluation form; Purchase Order; Formal Contract template; Goods Received Note; Goods Delivery Note
	The organization has developed procurement plan for each program. The plan is realistic provide item wise detail of services/supplies to be procured, method of procurement, thresholds and time frame. The procurement plan is used and implemented during the program implementation. The organization has pre-printed, pre-serial numbered Supply Request Form (SRF)/Purchase Requisition (PR), Purchase Order (PO), Good Received Note (GRN) and Good Delivery Note (GDN) and in use during procurement by organization. The SRF/PR, PO, GRN, GDN contents are adequate, cover all necessary requirements and adequately serve the purpose of internal controls. There are evidence of use of these internal control documents.  
	
	

	
	
	What is the process of procurement through tender in your organization?
	Tendering process consist of the following steps:
Publishing in newspaper, bid committee formation, sample evaluation, evaluation criteria, conflict of interest/impartiality declaration, meeting minutes/bid proceeding report, supplier's assessment and contract etc.
	
	

	
	
	Does the organization has experience of managing Warehouse or maintaining stock register? 

	Organization has previous experience of managing warehouse and aware about the maintenance of adequate warehousing as per procurement standards. Organization use pre-defined checklist for selection of warehouse and its maintenance. Organization has experience of using  stock register, stock count, warehouse staff, warehouse contract.    Organization consider following in warehouse selection and management,  accessible location, near to distribution, Maintain stock register (record of in and out of stock), ventilations, pallets, Fire extinguisher, place stock in countable position, Internal controls for quality (signed samples), Safety & security of ware house (Safe location/security guards), Internal controls for documents(PO/GRN/Stock Register/GDN/Stock Reconciliation) and Availability of instrument for quality check.
	
	

	10
	Security
	Does organization has documented systems, procedures or Security Management Plan (SMP)? If SMP is available whether it is updated on specified period or on context/situation basis? How SMP is being implemented? 
	Organization has documented SMP and assigned staff member to review, update and monitor implementation of SMP.  The SMP is updated within specified period as well as based on changing security situation. The SMP is developed based on risk assessment, include guidelines/basic SOPs for staff to consider. The staff is regularly oriented about SMP and new staff orientation include SMP as an agenda point. There are also evidence of implementation of guidelines/SOP mentioned in SMP. The external visitor/donor are oriented about the security situation/organization SMP before travel to field. 
	
	

	11
	Finance
	How are internal control procedures documented?

	Internal control procedures may consist of;
Segregation of duties for preparation, review and approval
Delegation frame work for financial transactions
Physical audit of assets
Bank and cash reconciliation each month
	
	

	
	
	Is tax deducted from the payment of goods & services? When tax is submitted to FBR?

	Organization may have record of income tax and sale tax deductions while making payments of staff salaries, goods & services as per current rates. Organization may have record of last tax challans deposited to govt.
	
	



Capacity Building Initiatives / details of trainings attended by existing staff
12. Does the organization’s existing staff has attended trainings (in last two years) related to: 
	Topic
	Yes / No
	# of Participant from your organization and brief detail about training

	Knowledge and skills for effective emergency response 		
	
	

	M&E, log-frame, M&E plan or any other M&E related training
	
	

	Damage and needs assessment
	
	

	Emergency grants/proposal development
	
	

	Gender equality or gender mainstreaming in humanitarian programming 
	
	

	Human Resource Management
	
	

	Transport Management
	
	

	Procurement and Logistics
	
	

	Safety and Security
	
	

	Finance and Accounting 
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