[image: image1.jpg]




ORGANISATION INFORMATION TEMPLATE

Name of organisation: 

Name of chief functionary:

Contact details:
Address:
Telephone:

Email:  

Programme status:

	Particulars
	Example

	Theme of work
	Health 

	Geographic area
	State, district, block, panchayat

	Target group
	SC, ST, PWD (number of population)

	Key areas of focus
	Reduction in IMR, MMR, access to entitlements, capacity building of health volunteers, 

	Advocacy
	Campaigns, policy influencing, implementation of policy,

	Significant achievements
	Milestones of organisation


1. Financial status: 

	Particulars
	Examples

	Annual turnover –FCRA (Last three years)
	

	Annual turnover – Local (Last three years)


	

	Accounting system/software, specify whether software is able to differentiate between grants and if yes how.
 
	

	Funding sources
	Details of donors, duration of funding and amounts for last five years.

	
	


2. Legal status: 

	Particulars
	Example

	Societies/Trust Registration
	Society, trust, company (year)

	FCRA
	Yes/no (number and year)

	PAN No.
	

	80G Exemption
	

	12A Registration
	

	TAN
	

	PF
	


3. Statutory Compliance: 

	Particulars
	Example

	FCRA
	Submit last FC-6 return

	Income Tax
	Submit last IT return

	TDS
	Submit last TDS return


4. Organogramme: 

	Particulars
	Examples

	Total number of staff
	

	Number of full time staff
	

	Number of part time staff
	

	Number of women staff
	

	Number of staff  with disability
	

	Details of board members
	


5. Governance status: 

	Particulars
	Example

	Names of Board Members
	

	Board meetings
	Number of meetings held in a year

Whether Minutes are recorded


	Statutary Auditor
	Audit reports of last five years

	Annual reports
	Publication of programme and finance information

	Due diligence
	Decision Making and Approval process

	Accreditation from Credibility Alliance
	Yes/No


6. References: 

Please do furnish at least two references with whom your organisation has been associated with.


	Name and designation
	Organisation
	Address, email and mobile/phone number.
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