Site Visit Report

Name of Project



Date: September 3, 2008


Date of Visit:




Location: 



Names of ADF Staff / Partner conducting the Site Visit:

1. Name





Position



2. Name





Position



Names of Applicant Staff spoken with During the Site Visit:

1. Name





Position



2. Name





Position



3. Name





Position



Summary
Amount USD:

Project Description:

Primary Impact Statement: (Summarize who are the primary beneficiaries and what the expected impact levels may be) 

Recommendation (Comment on project viability, suggested next steps, and basis for recommendation)
Organization Capabilities (comment on group dynamics, management and technical capabilities, past performance  …)
Financial Management Capabilities (comment on current capabilities to meet minimum internal cash controls and reporting requirements)
Legal Situation (comment on any potential ownership, citizenship, registration, land use permits, governance issues, or questions arising form reference checks)
Environmental Concerns (comment on any obvious environmental or safety related issues to be addressed)

ADF Staff Signature: 
  
______________________________    
________2008  
(conducting site visit)
Preliminary Financial and Management Assessment Work Sheet
Instructions: Before writing the summary paragraph in section C  please answer the following questions. For each question below prepare one to statements that describe your observations.   Attach this worksheet to the final Site Visit Report.

Internal Controls for Cash Management:
1. Does the organization have audited financial statements? Which years are available? If not what reports are available?





2. What systems are used to account for cash incomes and expenses?

· Numbered Cash Receipts Book

· Cash Expense Vouchers and Check Book

· Payroll System

· Receipts Journal (Date, Description, reference , Amount, balance)

· Expense Journal (Date, Description, reference , Amount, balance)

· Bank Reconciliation 

· Petty Cash Ledger 




3. Is there sufficient staff for separation of duties?
Who authorizes or approves a transaction?

Who records and documents the transaction?

Who has physical control over cash?

4. Does the organization have written policies and procedures?
5. Current recipient of a USG, or other donor program?  Name program and donors.
 Due Diligence Documentation File

The final list should be determined by agreement between the Regional Program Director and Partner.  The purpose of this file is to maintain a record of all documents collected and reviewed during the selection, project development, and evaluations stages.
Due Diligence File contents:
	Document Name


	Information

Source
	Date Collected
	Reviewed by
	Doc Location

	  Interviews with References
	
	
	
	

	  Loans agreements
	
	
	
	

	  Permits, Licenses
	
	
	
	

	  Registration 
	
	
	
	

	  Signed Disclosure Form
	
	
	
	

	 Constitution By Laws*
	
	
	
	

	 Financial Reports
	
	
	
	

	 Land Titles*
	
	
	
	

	 Lease Agreements*
	
	
	
	

	 Shareholder Agreements*
	
	
	
	

	 Audited Statements and Opinions
	
	
	
	

	Incorporation Papers*
	
	
	
	

	Letters of Interest*
	
	
	
	

	Ownership Structures*
	
	
	
	

	Pro Forma Cost Estimates*
	
	
	
	

	
	
	
	
	


* if applicable

Note: All Paper documents are to be maintained in a due diligence file at the Partner Office.  Items marked with “aa” must be translated, scanned, and sent to Washington with the final project paper. 
Reference Interview Work Sheet
Instructions: Before writing the summary paragraph in section D about please answer the following questions. Prepare one paragraph for each question below.  Attach this worksheet to the final Site Visit Report.

	Applicant Name
	Interview Date

	Reference Name

	Reference Address

	Reference Contact information (telephone number and email)




Interview Questions:

What is their relationship with the applicant?  / How long have they known the applicant?
What does the applicant do?
What is their opinion of the applicant?

What do they know of the applicant’s financial management capacity?

What do they know of the applicant’s management abilities?

What is the history of the applicant organization?

Are they aware of any legal or financial problems of the applicant?

Would they recommend the applicant be considered for funding?

Initials ________  _________
- 5 -
Date:________  ________

