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 WORLD WILDLIFE FUND, INC.
Grantee Profile Questionnaire (GEF Long Form)
  
All information requested in the questionnaire should be answered as completely as possible, using supplemental sheets if necessary.
  
	Grantee Organization Name:
	Click here to enter text.
	Address: 
	Click here to enter text.
	
	Click here to enter text.
	
	Click here to enter text.
	Telephone:
	Click here to enter text.
	Form Completed By:
	Click here to enter text.
	Date Completed:
	Click here to enter a date.


I. GENERAL 

1. Type of Organization: 
☐ Non-Profit	☐ Educational	☐ Government Agency ☐ For-Profit ☐ Other

Does the organization have tax exempt status? 	
☐ Yes 		☐ No		If yes, date of expiration: Click here to enter a date.

2. If not a Government Agency, is the organization incorporated/registered/licensed as a legal entity?		 ☐ Yes	 ☐ No
a.  If YES: 
Place of Incorporation/Registration (State/Country): Click here to enter text.
Incorporation/Registration Date: Click here to enter a date.

b. If NO: 
Explain status: Click here to enter text.	

3. Is the organization controlled or owned by any person or entity (such as a parent organization)? 
☐ Yes 		☐ No	
a. If YES: 
Person or Entity (such as parent organization): Click here to enter text.

4. Please list all subsidiary entities of the organization. Click here to enter text.

5. Please list the names of the following individuals: 

	President/Director/Agency Head
	Click here to enter text.
	Chief Financial Officer/Finance Manager
	Click here to enter text.
	Conservation Director/Program Director/Department Head
	Click here to enter text.


6. Annual operation budget (please enter estimate for most recent year): Click here to enter text.

7. Beginning and ending dates of the organization’s fiscal year:

From: (Month, Year) Click here to enter a date. To: (Month, Year) Click here to enter a date.

8. Please select your organization’s current sources of revenue (select as many as apply):

	☐	US Government
	☐	Individual Donors

	☐	Other Government
	☐	WWF Network

	☐	Multilateral Organizations
	☐	Other NGO

	☐	Corporations
	☐	Miscellaneous/Other

	☐	Foundations
	
	



9. Number of employees in your organization:		Click here to enter text.

10. Does the organization have outstanding debts (e.g., to government bank or to any other parties)?
 ☐ Yes 		☐ No	

a. IF YES, please provide the following calculations: 
i. Current Assets / Current Liabilities: Click here to enter text.
ii. Net Assets /Long-Term Debt: Click here to enter text.

11. Within the previous three years has or is the organization, its key staff, officers or directors currently subject to any investigation or litigation? Have any of your organization’s key staff, officers, or directors been involved in investigations for improper management of funds, such as fraud, collusion, money-laundering, embezzlement, theft, forgery, bribery, falsification, or destruction of records?
	☐ Yes 		☐ No	

a. IF YES, please explain: Click here to enter text.

II. 	FINANCIAL MANAGEMENT AND INTERNAL CONTROLS 

	ACCOUNTING SYSTEM

	
	

	Does the organization have written accounting policies and procedures?
	☐ Yes
	☐ No

	Is the organization’s accounting system computerized?
	☐ Yes
	☐ No

	     If yes, what is the name of the accounting software?
	Click here to enter text.
	     Briefly describe how transactions are entered into your system, i.e. preparation of request forms, purchase orders, vouchers, etc:
	Click here to enter text.
	Does the organization have written policies, procedures and practices in place to ensure proper filing and management of financial records and their ease of access?
	☐ Yes
	☐ No

	Which method of accounting does your organization use?
	☐ Cash
	☐ Accrual

	FUND MANAGEMENT

	
	

	Does the organization maintain a chart of accounts and corresponding General Ledger that are used to prepare financial statements?
	☐ Yes
	☐ No

	     How often are statements prepared?
	Click here to enter text.
	    How often are financial transactions entered into this system?
	Click here to enter text.
	    How often are bank accounts reconciled?
	Click here to enter text.
	Does the organization have written policies, procedures and practices in place regarding segregation of duties to ensure that funds above a certain threshold can only be disbursed with dual signatures?
	☐ Yes
	☐ No

	Does the organization’s accounting system have the capacity to track project expenses against budget line-item categories?
	☐ Yes
	☐ No

	Does the organization’s accounting system have the capability to track project expenses by funder?
	☐ Yes
	☐ No

	Does the organization have written policies, procedures and practices in place to segregate allowable and unallowable expenses and to otherwise satisfy funder requirements?  
	☐ Yes
	☐ No

	Does the organization have the ability to open a dedicated project account?  
	☐ Yes
	☐ No

	INTERNAL CONTROLS

	
	

	Does the organization have and maintain a system to track labor activity (i.e., timesheets)? 
	☐ Yes
	☐ No

	    Can labor activity be tracked by project?
	☐ Yes
	☐ No

	    Is this system electronic or hand-written?
	☐ Electronic
	☐ Hand-written 

	Does the organization confirm that reference and background checks for personnel are completed that screen staff for involvement or alleged involvement in SEA (Sexual Exploitation and Abuse) or violations to human rights?
	☐ Yes
	☐ No

	Does your organization maintain an inventory of equipment?
	☐ Yes
	☐ No

	If yes, how often is inventory checked?
	Click here to enter text.

	Does the organization have a written policy on compensation?
	☐ Yes
	☐ No

	Does the organization have hiring practices that includes procedures for recruitment and selection and free labor concerns?
	☐ Yes
	☐ No

	Does the organization have a Code of Conduct that includes the rules, values, ethical principles and vision for staff and the remedies for non-compliance?
	☐ Yes
	☐ No

	Does the organization have regulations that employees are lawfully engaged and legally in the country?
	☐ Yes
	☐ No

	Does the organization undergo an annual organizational audit by independent external auditors?
	☐ Yes
	☐ No

	    If yes, does the most recent external audit contain any findings and/or deficiencies?
	☐ Yes
	☐ No

	    If the audit report contains findings, please describe the findings and the corrective action plan:
	Click or tap here to enter text.
	Does the organization have a Fraud and Corruption Policy? 
	☐ Yes
	☐ No

	Does the organization have a Whistle Blower Policy?
	☐ Yes
	☐ No

	Does the organization have a Conflict of Interest Policy?
	☐ Yes
	☐ No

	Does the organization have risk assessment processes in place to identify, assess, analyze and provide a basis for proactive risk responses for financial management areas?
	☐ Yes
	☐ No

	Does the organization have a written process or procedure for cash management, including petty cash, staff advances, etc. (i.e., processes for the disbursement, reporting, and reconciliation of cash)? 
	☐ Yes
	☐ No

	Does the organization have a defined process with respect to financial management (i.e., different individuals are responsible for approving, disbursing, and accounting of transactions)?
	☐ Yes
	☐ No

	How does the organization typically disburse payment?
	☐ Bank Transfer/Wire
	☐ Purchasing-Card
	☐ Check
	☐ Cash

	If cash, what is the average monthly volume of cash-based transactions?
	☐ High 
	☐ Low 
	☐ N/A

	Are there plans of action in place for addressing the risks that are deemed significant or frequent? 
	☐ Yes
	☐ No

	Does the organization have a systematic process in place to ensure payees (grantees, contractors, vendors, etc.) do not engage in transactions with, or provide resources or support to, individuals and organizations associated with terrorism?
	☐ Yes
	☐ No

	Does the organization have a systematic process in place to ensure that payees (grantees, contractors, vendors, etc.) do not appear on other ineligible party lists (e.g., sanctions lists)?
	☐ Yes
	☐ No

	If yes to either of the questions above, does the organization use a third-party software to perform checks (examples include LexisNexis Bridger, FinScan, and WatchDog, among others)?
	☐ Yes
	☐ No

	If yes, please enter name of software:
	Click or tap here to enter text.
	If organization does have a third-party software to perform checks, please confirm that the software license includes the following lists: 
· Specially Designated Nationals and Blocked Persons List maintained by the U.S. Treasury ( https://www.treasury.gov/resource-center/sanctions/SDN-List/Pages/default.aspx)
· United Nations Security designation list (https://scsanctions.un.org/search/)
· the Exclusion list accessed through the System for Award Management (SAM): www.sam.gov (applicable for US Government funded transactions)
	☐ Yes
	☐ No

	If the organization does not have a third-party software to perform checks, please describe the process used by the organization to conduct checks:
	Click or tap here to enter text.
	PROCUREMENT OF GOODS AND SERVICES (EQUIPMENT, SUPPLIES, AND CONSULTANCIES)


	Does the organization have written policies and procedures in place to procure goods and/or services?
	☐ Yes
	☐ No
	

	Does the organization issue contracts for goods and/or services?
	☐ Yes
	☐ No
	

	If yes, please complete the section below and provide citations from organizational policies (documentation name and page number):

	Does the organization have a standardized organizational template used during the issuance of contracts?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization’s procurement policy outline the determination of the most economical and practical means by which to accomplish program objectives, including affirming the necessity of the commodities or services being considered, lease vs. purchase options, and reasonableness of costs?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the policy contain provisions for fair and unbiased competition, including:
	
	
	

	· All interested parties are permitted to compete in an equal manner;
	☐ Yes
	☐ No
	Click here to enter text.
	· Requests for bids clearly establish all requirements that the bidder or offeror must fulfill in order to be considered;
	☐ Yes
	☐ No
	Click here to enter text.
	· Contracts are made to the offeror who is responsive to the purchase request and has the most advantageous bid in terms of price, quality, and other relevant factors?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have a monitoring system to ensure goods and/or services are provided in accordance with the terms, conditions and specifications of the contract, including full and timely delivery and performance?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have a control system for equipment purchases to ensure adequate safeguards to prevent loss, damage or theft of the Property, including that appropriate insurance must be maintained, and any loss, damage, or theft is investigated and fully documented?
	☐ Yes
	☐ No
	Click here to enter text.
	Are there disciplinary actions for conflict of interest violations by officers, employees or agents of the organization as follows:
	
	
	

	· The organization must ensure that competitions are not biased in favor of one offeror over another;
	☐ Yes
	☐ No
	Click here to enter text.
	· The officers, employees, and agents of the organization must neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to contracts;
	☐ Yes
	☐ No
	Click here to enter text.
	· A contractor that develops or drafts specifications, requirements, statements of work, invitations for bids, and/or requests for proposals must be excluded from competing for such procurements?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization maintain procurement records, including: 
	
	
	

	· basis for contractor selection;
	☐ Yes
	☐ No
	Click here to enter text.
	· justification for lack of competition when competitive bids or offers are not obtained (including proper approvals required per organizational policy);
	☐ Yes
	☐ No
	Click here to enter text.
	· and basis for award cost or price?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization’s accounting system identify the receipt and expenditure of program/project funds separately for each contract?
	☐ Yes
	☐ No
	Click here to enter text.
	Do the written policies and procedures establish methods of procurement, selection/rejection processes, and cost/price analysis?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization require invoices or vouchers for all payments made to contractors/vendors from donor funds?
	☐ Yes
	☐ No
	Click here to enter text.
	GRANTS MANAGEMENT 


	Does the organization issue grants?
	☐ Yes
	☐ No
	

	If yes, please complete the section below and provide citations from organizational policies (documentation name and page number):

	Does the organization have standardized template(s) used during the issuance of grants?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization perform and document a risk assessment of grantees prior to engagement?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have procedures in place for identifying and incorporating flow down requirements from the Primary Funder(s) into the grant?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have a systematic way to close-out grants, specifically ensuring all contractual obligations are met?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the accounting system identify the receipt and expenditure of program/project funds separately for each grant?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have written policies and procedures in place to assess grantee capacity prior to engagement?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have a systematic policies and procedures in place to mitigate any risks identified from the capacity assessment?
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization have written policies and procedures in place to perform the following monitoring activities:
	
	
	

	· Monitoring financial, technical, and contractual compliance;
	☐ Yes
	☐ No
	Click here to enter text.
	· Taking corrective action to address deficiencies;
	☐ Yes
	☐ No
	Click here to enter text.
	· Tracking receipt of financial, technical, and other deliverables;
	☐ Yes
	☐ No
	Click here to enter text.
	· Reviewing and providing feedback on received deliverables;
	☐ Yes
	☐ No
	Click here to enter text.
	· Maintaining appropriate level of communication with recipients;
	☐ Yes
	☐ No
	Click here to enter text.
	· Reviewing financial reports and/or invoices for allowability, applicability, appropriateness, and accuracy;
	☐ Yes
	☐ No
	Click here to enter text.
	· Analyzing funds spent against programmatic work completed;
	☐ Yes
	☐ No
	Click here to enter text.
	· Ensuring that goals and objectives of the project are met.
	☐ Yes
	☐ No
	Click here to enter text.
	Does the organization require invoices or vouchers for all payments made to a grantee from donor funds?
	☐ Yes
	☐ No
	Click here to enter text.


III. 	GEF/GCF EXECUTING AGENCY

	Total proposed GEF/GCF Project Financing from all sources ($ Million)
	Click here to enter text.
	Total proposed GEF/GCF Amount
	Click here to enter text.
	Anticipated Sources of Co-Financing (include source and amount)
	Click here to enter text.
	Expected Project Start Date
	Click here to enter a date.
	Expected Project Duration
	Click here to enter text.
	Agency Project Lead
	Click here to enter text.
	PRIOR OR CURRENT GEF/GCF FUNDING

	Has your organization previously received GEF/GCF project funding? 
	☐ Yes
please attach a copy or links to the GEF/GCF agreement(s) during the past 3 years, including proposal and budget
	☐ No

	If your organization has implemented GEF/GCF projects, are financial project audits available?
	☐ Yes
Please attach most recent financial project audit.
	☐ No
Please attach most recent government-funding project audit (if available).

	What percentage of your organization’s annual budget comes from government sources?
	Click here to enter text.
	Please indicate what amount of funds that the institution will manage originate from GEF/GCF and how the funding provided relates to the current size of the institution. If scale up is required, please indicate the functions that will require scale up and how this will be managed
	Click here to enter text.
	PROJECT MANAGEMENT BEST PRACTICES


	Communications between Finance and Project Staff - Describe how often finance staff interact with project staff to discuss the status of project finances?
	Click here to enter text.
	Controls - Describe how the organization provides reasonable assurance and feedback to management regarding the achievement of objectives in the effectiveness and efficiency of internal controls.
	Click here to enter text.
	Please describe the internal controls to be used in this project to prevent, mitigate, identify, report and remedy any risks, indications, or allegations of money laundering, terrorist financing, sanctions violations, or prohibited practices
	Click here to enter text.
	Please describe the controls to be used to assure that any materials or technology procured under this project are used only for the purposes intended and are not diverted or misused for unauthorized, improper or illicit purposes. 
	Click here to enter text.
	Please describe the organization’s AML/CFT program and internal controls to prevent money laundering, terrorist financing, and prohibited practices
	Click here to enter text.
	Procurement - Please elaborate on the procurement capacity and how it supports the project implementation arrangement 
	Click here to enter text.
	Please complete Appendix A - Procurement Compliance with Minimum Standards – Self Assessment (attached)

	Reporting and Financial Management - Describe how the organization provides reasonable assurance and feedback to management of regarding the status of program and project financial management.
	Click here to enter text.
	Please describe organization’s process for providing accurate financial projections.
	Click here to enter text.
	Management of Sub-recipients How many subgrantees and/or subcontracts has the organization previously managed under a single project or program?
	Click here to enter text.
	Has the organization previously granted funding to a government ministry or department? If so, please describe the contractual relationship.
If the organization is a governmental entity, please describe its ability to subgrant/subcontract to civil society and/or private sector organizations.
	Click here to enter text.
	Compliance – Describe how the organization provides reasonable assurance of and feedback to management regarding the achievement of compliance with financial policies, procedures, guidelines, and directives.
	Click here to enter text.


IV. 	DOCUMENTATION 
Please provide a copy of the following documents: 
	
	Attached
	Not Available

	Certificate of registration, incorporation or an equivalent document granting legal status to do business (see I.2 above) 
	☐	☐
	Tax Exempt Certificate (if applicable) 
	☐	☐
	By-laws 
	☐	☐
	Organizational Chart
	☐	☐
	Most recent annual report, or some other document(s), which includes: (a) mission statement, (b) list of current Board of Directors, (c) and key staff (weblink may be provided in lieu of electronic copies)
	☐	☐
	Procurement Policies and Procedures
	☐	☐
	Accounting Policies and Procedures
	☐	☐
	Grantee Performance Monitoring Policies and Procedures
	☐	☐
	Compensation Policy
	☐	☐
	Conflict of Interest Policy
	☐	☐
	Code of Ethics Policy
	☐	☐
	Fraud and Corruption Policy, including Whistleblower Policy (if applicable)
	☐	☐
	Most recent externally audited or prepared Financial Statements
	☐	☐
	Most recent Single Audit (if applicable)
	☐
	☐

	Copies of GEF/GCF-funded Agreements
	☐	☐
	GEF/GCF-funded project audit or most recent government-funded project audit
	☐	☐
	Most recent Internal Audit (WWF Network Organizations only)
	☐	☐
	Example project financial report
	☐	☐
	Sample Project Finance meeting agenda
	☐	☐

 *   Please attach any additional information you believe will be helpful for providing the information requested above or for addressing any special accounting or legal issues. 

This questionnaire must be signed and dated by an authorized person who has either completed or reviewed the form.

	
	
	

	Signature
	
	Date

	
	
	

	Printed Name
	
	

	
	
	

	Title
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