NGO Profile Format
1.
Name of Organization: -

2.
Vision:

3.
Mission:

4.
Objective

5.
CDO office registration No.: 

Date of registration: 



Registered in (Name of District):

Address: 

· District:

· VDC:

· Phone:

· Fax: 

· Email: 

6.
SWC Registration Number: 




Date: 

7.
No. of Working Staff:-

	S.No.
	Full Name of Staff
	Position
	Full/Part time
	Field/office Based

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8.
Broad/Executive Committee
	S.N.
	Full Name and Designation
	Qualification
	Gender/Ethnicity
	Elected Date

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	


Organizational Structure:

10.
Scope/Working Area of Organization:

11.
Experience: 

	Completed 5 major  projects
	Name of project/activity
	 Contract amount
	Donor/support
	Period
	Remarks

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	Ongoing projects
	Name of project/activity
	Contract amount
	Donor/support
	Period
	Geographic coverage
	Rural/Urban

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	


12.
General Assembly Date:

Annex B.
Technical Proposal Format
· Submission Letter

· Cover page

Proposal

for appointment as the District Level Partner Organization of AEPC/ESAP

Submitted to: 

……………….. (RRESC Name)   …………….. (RRESC Address)

Submitted by:

Name:

Address:

· Table of Contents

· Introduction

· Understanding/Elaboration of TOR/Scope of work

· Reason/Motivation for Submitting the Proposal

· Experience:

Details of 5 Major Projects/Activities:

	Serial No.
	Donors
	Activities
	Duration
	Budget
	Partners/Coll-aborators
	Role of DDC
	Completed/ Ongoing

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	


· Human Resources:

	Name
	Designation 
	Qualification
	Full Time 
	Part Time 
	Office based
	Field based
	Years of experience

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


· Relation with local government/DDC and participation in the local planning process

· Relation/coordination with other development agencies in the district

· Self-evaluation of the NGO

· Monitoring System

· Public Auditing System

· Reporting System

· Physical Facilities, in terms of; 

Office room

Furniture

Others

Note: Financial proposal and working schedule shall not be required at this stage.

Required documents:

· Commitment Letter from the Organization

· Copy of Executive Committee’s Decision for the Proposal Submission

· Copies of Registration Certificate and SWC Certificate

· Tax Clearance and Renewal Certificates for the past two years, if applicable 

· Membership of NGO network, if any

· Letter(s) from Donors, appreciation notes, etc

· Copies of award/certificate/appreciation, if any

· Administrative and/or financial guidelines

· Organizational Profile

· Latest audit report

· By-laws and/or Bidhan 

· Other relevant papers/documents, if any

