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Partner capacity assessment guide 

This guide helps you assess the capacity of sub-grant recipients to manage money and implement programs. 

1. Organization and programmes 

Mission, legal status and board 

· What is the organization’s mission/vision? Does its work reflect this? 

· When was it founded? What is its legal status? Can we get copies of its statutes? 

· Does it have an active board? Do any CARE staff or their close relatives hold board or management positions? 

Structure and management 

· What is the structure of the organization (size, key people, units)? 

· Do line managers have delegated authority? Do staff have a say in decision-making? 

· Do managers regularly meet with staff? 

Programme capacity, approaches and standards 

· Does the organization have proven experience in relevant sectors? 

· Do relevant staff have qualifications and capacity to ensure program quality? 

· Do they know enough about the project area? Do they understand the target groups? 

· Can they take participatory approaches to assessment, implementation and M&E? 

· Are they aware of Sphere standards and do they have capacity to apply them? 

· Are they aware of best practices on gender and able to integrate them in programmes? 

Relationships and networks 

· Who are key current donors and partners? Is there any danger of overstretching their capacity? 

· Does the organization coordinate regularly with government? How good are its relationships with government? 

· How good are its relationships and networks with local leaders and civil society? 

Monitoring and reporting 

· Do they have adequate capacity and systems to collect and manage data? 

· Can they produce accurate project reports of the standard required? (Check sample reports produced by the partner.) 

Human resources 

· Do staff have clear roles and job descriptions? Do they have contracts? 

· Is there good staff diversity and balance (gender, ethnic and religious)? 

2. Finance, procurement and asset management 

General 

· Does the organization have written manuals or policies for financial procedures? 

· Does it use financial and administrative systems and records properly? 

· Does it properly define authority limits? 

Payments and cash handling 

· Does it properly authorize all payments? Does it use cash receipt/ disbursement vouchers? Does it pre-number, account for, authorize, support and record them? 

· Does it properly authorize and record advance payments? 

· Does it have a petty cash policy? Does it record use of petty cash and control against misuse? Is cash secure? 

· Does it properly record and authorize payroll? Is it legally compliant? 

· Does it mark vouchers and support documents as ‘Paid’ and file them by date? 

· Does it use cash acknowledgement receipts? 

Transaction records 

· Does it keep good records of each transaction, with suitable supporting documents? Are there cash books, ledger books and separate ledger accounts for project spending? 

· Are journal entry systems, controls, narrations and back-up records adequate? 

· Is the filing system organized and does it allow retrieval of accounting records? 

Banking 

· Does the organization have a bank account in its name? Does it have separate accounts for different donors? Does it do regular bank reconciliations? 

· Does it record payments in a register or bank book? Does it receipt and bank funds promptly? 

· Do its cheque accounts require two signatories? Who are the signatories? accounting and reporting 

· Does the accounting system (e.g. chart of accounts) allocate, track and report costs adequately for reporting to CARE donors? 

· Is the system computerized? Is the software well known? 

· Is there a capable accounting officer? 

· Can they prepare accurate, timely and complete financial reports for projects? 

Procurement 

· Is there a procurement manual or other proper definition of procurement policies? 

· Are there systems for properly authorizing, supporting and documenting procurement? 

· Does the organization use fair competition (e.g. bids) for purchases above a certain amount? 

· Does it issue purchase orders for goods and services? 

· Does it check deliveries for price, quantity, quality and type? 

Asset management and inventory 

· Does it keep an up-to-date assets register. Does this include the cost, serial number, purchase date, location and specific donor/project? 

· Does it have inventory management systems? Does it properly authorise the use of inventory items and record this in an inventory register. Does it do stocktakes? 

Administration 

· Does an authorized person receive and check faxes, mail and email? 

· Does the organization keep adequate files of project, financial and monitoring reports, correspondence and legal documents? 

Credibility 

· Does the organization have suitable legal standing? 

· Does it produce overall financial reports, including a balance sheet? 

· What is its annual turnover? 

· Is it audited externally? When was the most recent audit? Are the results satisfactory? 

· Has it recently received grants from other donors/partners? (If so, note references.) 

CARE Partner Capacity Assessment Guide, August 2009







1

