[bookmark: _GoBack]Due Diligence Self-Evaluation Questionnaire

	Sub-Contracting Matching Scheme of the West Africa Competitiveness Programme, Ghana Component


	PART 1: INSTRUCTIONS

	1. General:
1.1 Answer each question by indicating your response as ‘Yes’, ‘No’ or ‘N/A’ (for ‘not applicable’). 
1.2 Use the ‘Comments’ section next to each question to provide details of your assessment or to highlight any important matters. 

	2. Risk Rating:
2.1 Assign a risk rating (high, significant, moderate or low) for each question based on the response obtained. 
2.2 The risk ratings to be used are: 
· [H] High - Response to question/subject matter provides a risk to the overall financial management system that has both a high likelihood of occurring and a potentially negative impact on the ability to execute the programme in accordance with the work plan and stated objectives. This risk has not been mitigated by any other controls/process that have been implemented; 
· [S] Significant - Response to question/subject matter provides a risk to the overall financial management system that has either a significant likelihood of occurring or a potentially negative impact on the ability to execute the programme in accordance with the work plan and stated objectives; 
· [M] Medium - Response to question/subject matter provides a risk to the overall financial management system that has a moderate likelihood of occurring and a potentially negative impact on the ability to execute the programme in accordance with the work plan and stated objectives; or 
· [L] Low - Response to question/subject matter provides a risk to the overall financial management system that has a low likelihood of occurring and a potentially negative impact on the ability to execute the programme in accordance with the work plan and stated objectives. 

	3. Scoring
3.1 To determine the overall risk assessment, points are assigned that correlate with the level of risk. 
3.2 The points assigned to each question should be totalled and averaged based on the number of questions in the subject matter section. 
3.3 Questions that are not applicable (marked as ‘N/A’) should not be assigned a rating and should be removed from the total number of questions for the calculation. 
3.4 Points should be assigned as follows: 
· High risk: 4 points; 
· Significant risk: 3 points; 
· Moderate risk: 2 points; 
· Low risk: 1 point 
3.5 The average number of points calculated should then be compared to the points rating above and assigned a corresponding risk (i.e., an average of 2.0 would indicate a moderate risk rating for the subject matter section). 
3.6 Numbers should be rounded as follows: 
· 0.1 to 0.49: Round down to the closest whole number (i.e., an average of 3.3 would be rounded down to 3.0. indicating a ‘significant’ risk rating); 
· 0.5 to 0.99: Round up to the closest whole number (i.e., an average of 1.99 would be rounded up to a 2.0, indicating a ‘moderate’ risk rating). 
· The same process should be followed for determining the overall risk assessment for the IP once the checklist has been completed.
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	PART 2: SUMMARY OF RISKS RELATED TO THE FINANCIAL MANAGEMENT CAPACITY OF THE IMPLEMENTING PARTNER 

	Subject Area
	Total number of risk points
	Total number of applicable questions
	Overall risk assessment
(H, S, M, L)
	Comments

	1. General: 

	
	
	
	

	2. Organizational structure, staffing and management system:
	
	
	
	

	3. Accounting policies and practices

	
	
	
	

	4. Financial and Internal audits:

	
	
	
	

	5. Reporting and monitoring:

	
	
	
	

	6. Information technology and systems:

	
	
	
	

	TOTAL:
	
	
	
	Divide the total number of risk points by the total number of applicable questions in the subject matter section. This amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.
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	QUESTIONNAIRE: 1. GENERAL

	Subject area
	Yes
	No
	N/A
	Low risk consideration
	Risk points
	Remarks/comments

	1.1 Is the bidder legally registered? If so, is it in compliance with registration requirements? Note the legal status/registration of the entity. (Provide copies of registration documents).
	
	
	
	The bidder is registered in the country where the programme operates and is current with registration/reporting requirements.
	
	

	1.2 Has the bidder received United Nations resources in the past? Provide details of amounts, from which agency, for what purpose.
	
	
	
	The bidder has received United Nations resources in the past and no issues were encountered with utilizing these funds.
	
	

	1.3 Does the bidder have statutory reporting requirements? Are they in compliance with such requirements? 
	
	
	
	The bidder is compliant with applicable statutory requirements. 
	
	

	1.4 Does the bidder have any pending legal actions against it? 
Provide details and actions taken to resolve the legal action.
	
	
	
	The bidder does not have any pending legal actions against it.
	
	

	Total number of questions in subject area: 
	4
	Note: Divide total number of risk points by total number of applicable questions. Amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.

	Number of questions marked ‘N/A’ in subject area: 
	
	

	Total number of applicable questions in subject area: 
	
	

	Total number of risk points
	
	

	Implementing partner overall risk rating (H, S, M or L):
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	QUESTIONNAIRE: 2. ORGANIZATIONAL STRUCTURE, STAFFING AND MANAGEMENT SYSTEM

	Subject area
	Yes
	No
	N/A
	Low risk consideration
	Risk points
	Remarks/comments

	2.1 Does the organizational structure provide clear lines of reporting and accountability? If so, please describe. 
Attach an organization chart if available. 
	
	
	
	The organizational structure of the IP’s accounting/finance department is appropriate for the level of the contract. 
	
	

	2.2 Is the accounting/finance function staffed adequate to ensure sufficient controls are in place to manage the contract funds? If so, please describe. 
	
	
	
	The accounting/finance function is staffed adequately to ensure sufficient controls are in place to manage the contract funds. 
	
	

	2.3 Does the bidder have training policies for accounting/finance staff? Are trainings undertaken? 
	
	
	
	The bidder has training policies for accounting staff, which are undertaken. 
	
	

	2.4 Does the bidder have a defined and documented internal control framework? 
	
	
	
	The bidder has documented processes for internal controls in place and there is evidence that these are adhered to. 
	
	

	Total number of questions in subject area: 
	4
	Note: Divide total number of risk points by total number of applicable questions. Amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.

	Number of questions marked ‘N/A’ in subject area: 
	
	

	Total number of applicable questions in subject area: 
	
	

	Total number of risk points
	
	

	Organizational structure, staffing, management system overall risk rating (H, S, M or L):
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	QUESTIONNAIRE 3: ACCOUNTING POLICIES AND PRACTICES

	Subject area
	Yes
	No
	N/A
	Low risk consideration
	Risk points
	Remarks/comments

	3.1 Are internationally accepted accounting standards followed? If so, which standard?
	
	
	
	The bidder has an accounting system in line with internationally accepted accounting standards.
	
	

	3.2 Are there written policies and procedures covering all routine financial management and related administrative activities? Are these accessible? 
	
	
	
	There are accessible written policies and procedures covering all routine financial management and administrative activities. 
	
	

	3.3 Does the bidder maintain contractual agreements with other offices/entities? 
	
	
	
	The bidder maintains current contractual agreements with other offices/entities. 
	
	

	3.4 Does the bidder have a process to ensure expenditures of other offices/entities are in compliance with the work plan and/or contractual agreement noted in 3?
	
	
	
	The bidder has a process to ensure expenditures of other offices/entities are in compliance with the work plan and/or contractual agreements. 
	
	

	Total number of questions in subject area: 
	4
	Note: Divide total number of risk points by total number of applicable questions. Amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.

	Number of questions marked ‘N/A’ in subject area: 
	
	

	Total number of applicable questions in subject area: 
	
	

	Total number of risk points
	
	

	Accounting policies and practices overall risk rating (H, S, M or L):
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	QUESTIONNAIRE 4: FINANCIAL AND INTERNAL AUDITS

	Subject area
	Yes
	No
	N/A
	Low risk consideration
	Risk points
	Remarks/comments

	4.1 Are the bidder’s specific financial statements audited regularly by an independent auditor? 
	
	
	
	The bidder’s specific financial statements are audited regularly by an independent auditor. 
	
	

	4.2 Is the audit of the bidder’s financial statements conducted according to the International Standards on Auditing? 
	
	
	
	The audit of the bidder’s financial statements is conducted according to the International Standards on Auditing. 
	
	

	4.3 Were there any major accountability issues brought out in audit reports of the bidder over the past three years? 
	
	
	
	No major accountability issues were brought out in audit reports of the IP over the past three years. 
	
	

	4.4 Have any recommendations made by auditors in the prior three audit reports and/or management letters not yet been implemented? 
	
	
	
	All recommendations made by the auditor in the prior three audit reports and/or management letters have been implemented. 
	
	

	4.5 Is the internal auditor sufficiently independent to make critical assessments? To whom does the internal auditor report? 
	
	
	
	The internal auditor is sufficiently independent to make critical assessments. 
	
	

	Total number of questions in subject area: 
	5
	Note: Divide total number of risk points by total number of applicable questions. Amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.

	Number of questions marked ‘N/A’ in subject area: 
	
	

	Total number of applicable questions in subject area: 
	
	

	Total number of risk points
	
	

	Financial and Internal Audits overall risk rating (H, S, M or L):
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	QUESTIONNAIRE 5: REPORTING AND MONITORING

	Subject area
	Yes
	No
	N/A
	Low risk consideration
	Risk points
	Remarks/comments

	5.1 What is the frequency of preparation of financial statements? Are the reports prepared timely and, if so they are useful to management for decision-making? 
	
	
	
	Financial statements of the bidder are prepared on a frequent basis so they are useful to management for decision-making. 
	
	

	5.2 Does the reporting system link the financial information with the work plan’s physical progress? 
	
	
	
	The reporting system links the financial information with the work plan’s physical progress. 
	
	

	5.3 Does the bidder have financial reports that compare actual expenditures with budgeted and programmed allocations? 
	
	
	
	The bidder has financial reports that compare actual expenditures with budgeted and programmed allocations. 
	
	

	5.4 Does the bidder appear to have been solvent (i.e. total assets greater than total liabilities) for the past three fiscal years? Are there any unexplained or ongoing inconsistencies? 
	
	
	
	The bidder appears to have been solvent (i.e. total assets greater than total liabilities) for the past three fiscal years. 
	
	

	Total number of questions in subject area: 
	4
	Note: Divide total number of risk points by total number of applicable questions. Amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.

	Number of questions marked ‘N/A’ in subject area: 
	
	

	Total number of applicable questions in subject area: 
	
	

	Total number of risk points
	
	

	Reporting and monitoring overall risk rating (H, S, M or L):
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	QUESTIONNAIRE 6: INFORMATION TECHNOLOGY AND SYSTEMS

	Subject area
	Yes
	No
	N/A
	Low risk consideration
	Risk points
	Remarks/comments

	6.1 Does the bidder have policies and procedures in place to ensure the protection of the network and data security?
	
	
	
	The bidder has policies and procedures and measures are implemented to ensure network and data protection.
	
	

	6.2 Does the bidder have a data backup plan and is data backed up and protected?
	
	
	
	The bidder has a data backup plan and data is backed up and protected in accordance therewith
	
	

	6.3 Are licenses in place for network and business software systems?
	
	
	
	The bidder avoids and discourages the use of illegal and unlicensed software.
	
	

	6.4 Is the financial management system computerized? If so, does the bidder have policies and procedures to maintain this system? 
	
	
	
	The financial management system is computerized and properly maintained. 
	
	

	6.5 Are IT staff adequately skilled? Are safeguards in place to ensure the confidentiality, integrity and availability of the data? 
	
	
	
	The bidder has skilled IT staff and appropriate safeguards to ensure the confidentiality, integrity and availability of the data. 
	
	

	Total number of questions in subject area: 
	5
	Note: Divide total number of risk points by total number of applicable questions. Amount should be rounded as detailed in Part 1 of this checklist and assigned an overall risk rating.

	Number of questions marked ‘N/A’ in subject area: 
	
	

	Total number of applicable questions in subject area: 
	
	

	Total number of risk points
	
	

	Information technology and systems overall risk rating (H, S, M or L):
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