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Application Form- Covering Note

The Covering Note  should be on your letterhead and should give your organisation details as per the  the format given below.

Name of Organisation

__________________________________________________________________________________
__________________________________________________________________________________
Official Address 

__________________________________________________________________________________

__________________________________________________________________________________
Current Chief Executive Officer / Executive Director

__________________________________________________________________________________

__________________________________________________________________________________
Telephone



Facsimile






__________________________________________________________________________________

__________________________________________________________________________________
Email



Web site

__________________________________________________________________________________

__________________________________________________________________________________
Founders



Date founded

__________________________________________________________________________________

__________________________________________________________________________________
Attestation

__________________________________________________________________________________

I attest that, to the best of my knowledge, all information submitted for the India NGO Award 2006 is true 
and accurate and that I agree to the terms and conditions of the competition. 

Signed by





Date
Executive Director / President of the NGO
Application Form

Please provide answers to the questions outlined below. Please keep answers as concise as possible.
Governance

Key Areas: 

· Board involvement, guidance and monitoring of the organisation
· The board appointment process
· Clear vision, mission, and strategic goals

· How stakeholders are consulted in strategic and annual planning

1. Details of the vision / mission statement of the organisation and a summary of Strategic Goals. 

2. Brief description of the organisation’s programme, explaining how/why these programmes are unique and important to the community.

3. How board members are invited or elected, and how often elections and/or calls for new board members are held.
4. How do board members participate in planning and program implementation, and how do they get involved and contribute to the organisation’s activities? 
5. How does the Board take up the responsibility for the stewardship, overseeing the organisation and monitoring executive management? 

Transparency

Key Areas:  

· Clear and effective communication relating to the organisation’s mission, objectives and performance;

· Regular and informative reporting to the governing board;

· Availability of publicly published report, with clear and objective account and assessment of the organisation’s activities, achievements and use of resources;
· Reliability of internal and external reporting;

· Clear points of contact and procedure laid down for receipt of enquires, suggestions, comments, and complaints.

1. Identify major stakeholders of the organisation, and the channels of communication with them.

2. Does the organisation publish and distribute an annual report? How it is made publicly available.

3. How does the organisation assess impact and what systems are in place for improvement?
Resource Management

Key Areas: 

· Systems to ensure that funds are properly safeguarded and are used efficiently and effectively;

· Efficient budgeting and financial management, and appropriate accounting policies and standards;
· Effective internal audit function relating to financial and other key information;

· Risk identification and assessment relating to the achievement of objectives. 

1. Describe the organisation’s budgeting process, and how it allows for proper forward planning and the best use of resources; 

2. Describe the organisation’s financial control and accounting policies;

3. Is the organisation audited annually by an external auditor? If not, why?

4. How does the organisation manage risk through early identification and monitoring?

Fundraising Practice

Key Areas: 

· Strategic and systematic manner of mobilising resources;

· Donor-centred approach and high standard of solicitation practices;

· Effective communication with donors, particularly regarding the organisation’s mission, use of donations and appropriate acknowledgement;

· How has the organisation invested in resource mobilisation efforts and long term sustainability;

· Board involvement in resource mobilisation.

1. What were the financial targets for 2005, how were they set and by whom? What were the results?
2. Describe the organisation’s local resource mobilisation efforts for 2005. What was unique? Who were the organisation’s target donors? Why were these sectors targeted? What were the solicitation plans? How much did the efforts / campaign raise (in cash and in kind)? Provide examples of campaign materials and financial reports as appropriate.

3. Describe the challenges faced in mobilising local resources. What were the key insights gained?

4. Describe how the organisation has managed donor relationships. 
5. How does the board support the organisation’s fundraising efforts?

Application Form-Annexure

Organisation’s Board / Governing Body
Please provide the following information about each member of the organisation’s Board or Governing Body.

· Name and number of years as board member
· Male / Female
· Position / Designation / Committee
· Brief overview of background, skills, and competencies (business, medical, human resources, government, religious, etc)
Also provide details of committees and functions within the Board. 

· Committee name and members
· Functions / responsibility
· Most recent achievements 



























