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Self - Assessment Tool for Grant Applicants
Part 1: Background Information
1.1	Rationale for the Tool
The Tilitonse Foundation has developed this Self - Assessment Tool to guide grant applicants to various grant facilities and funding opportunities, including the grant facilities under the Tilitonse Foundation. It is intended to support organizations to undertake self - assessments in terms of their internal organizational capacity, governance and management capabilities, programme design and approach, and monitoring, evaluation and learning, among others. 
The Self – Assessment Tool is a public document that should be used by any individual and/or organization intending to apply for grants and funding support. It is primarily aimed at supporting all applicants for funding from Tilitonse Foundation. However, it also provides broad guidance on proposal development for funding support from other development partners. 
1.2	Funding Support Application  
Any application for grant support should meet the requirements of the funder or grant facility. For project funding, applicants should assess themselves to determine whether they meet the requirements of the funder or funding facility. Each funder and/or funding facility has objectives they want to achieve through the funding and requirements that need to be met by each and every applicant. 
Before you start a grant application, you need to determine your eligibility for the funding opportunity. An understanding of the funding objectives and requirements, and an assessment of your capabilities and suitability are a key step towards successful grant application. 
There are key elements that each and every grant applicant should possess in order to successfully apply for a grant. These elements include: 
1. Governance and Management Structure 
2. Clear organizational vision and mission.
3. Organizational systems and structures.
4. Organizational direction reflected through a clear strategy (Strategic Plan).
5. Well defined stakeholders, constituency and focus areas (geographical and programmatic). 
6. Clear framework for monitoring, evaluation and learning.
7. Resources for programme implementation (human, financial, assets etc)
The Self - Assessment Tool will help organizations to understand their organisation in line with the requirements of the funder and/or funding facility, for example: what are your strengths and weaknesses; what opportunities are available to facilitate your success in the grant application; how can you take advantage of the opportunity to build your capacity to strengthen your application. This Self – Assessment Tool is an important guide to your eligibility for grant support especially from the Tilitonse Foundation, and it supports grant application.   
1.3	Who should be involved in the Self - Assessment 
The Self - Assessment Tool should facilitate engagement and discussions within the organization before grant application. It should be done in a participatory manner, and should involve the various actors within the organization including staff, Management and Board members. Relevant stakeholders (such as volunteers, part time staff, and collaborating partners) should also be involved. Contributions by all these stakeholders will provide necessary information and data to better understand the organization and its relevance to the funding opportunity, thereby informing the proposal development process and building a strong case for the funding application.  
1.4	Approach to the Self - Assessment
The Self - Assessment can be done using various approaches which suit the organization undertaking the self – assessment. Below are two proposed approaches:
1. The Self – Assessment Tool can be shared individually to the stakeholders, with the necessary guidance for the assessment. A meeting can then be convened for the stakeholders to share their individual assessment results. The meeting should then come up with a consolidation of the individual assessments to inform the proposal development process. 

2. Convene a meeting of stakeholders where the form will be introduced and the assessment done together as a team. This process should be led by a facilitator, presumably from the department and/or section that will take a lead in the proposal development process or a member of the Management Team. 
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Part 2: The Self - Assessment tool 
Instructions:
1. Browse through the Self-Assessment criteria before you begin writing the grant proposal. This is a good way to stimulate ideas and organize your thoughts.
2. Score yourself on the self - assessment tool. For each criterion in the Self-Assessment, mark the number that you believe best represents your organization as illustrated in the table below:

	0
	1
	2
	3
	4
	5

	None

The CSO has not started
	New or emerging
This is a new area. The CSO has just started to think about this issue
	Early stages of development
The CSO has taken its first steps on this area and has put in place some systems
	Good enough or advancing
The CSO has good enough performance in many aspects of this area. However, there are still important gaps to resolve
	Well developed
There is very good performance in this area. However, there are still a few less important gaps
	Fully mature or excellent
Fully meets all standards on this area. The organisation is looked to by others as a ‘model’ in this area



3. Explain your score and how you can address/build on your assessment in the column marked Explanatory Notes.
4. Write your Catalyst Fund proposal based on the results of this self – assessment. 



2.1	Governance and Organizational Structure
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.1.1
	Does your organization have a Board and/or Governance Body
	1
	2
	3
	4
	5
	

	2.1.2
	Does the Board and/or Governance Body have committees
	1
	2
	3
	4
	5
	

	2.1.3
	Are the Board and committees functional
	1
	2
	3
	4
	5
	

	2.1.4
	Does your organization have a clear organizational structure
	1
	2
	3
	4
	5
	

	2.1.5
	Are all positions in the Board and committees filled
	1
	2
	3
	4
	5
	

	2.1.6
	Are all positions in the organization’s organogram filled
	
	
	
	
	
	

	2.1.7
	Does the organization have adequate systems and structures (governance, human resource management and development, financial management, procurement)
	1
	2
	3
	4
	5
	


2.2	Organisation’s Vision and Mission
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.2.1
	Does your organization have a vision and mission statement
	1
	2
	3
	4
	5
	

	2.2.2
	Does your organization vision and mission statement align with the funder/grant facility vision and mission
	1
	2
	3
	4
	5
	


2.3	Problem Area and Objectives of the Funding Opportunity
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.3.1
	Does your issue fit into the funder/grant facility problem statement
	1
	2
	3
	4
	5
	

	2.3.2
	Is your issue clearly defined and backed by data
	1
	2
	3
	4
	5
	

	2.3.3
	Are the objectives of the Call within the mandate of your organization? 
	1
	2
	3
	4
	5
	


2.4	Constituency and Link with Communities
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.4.1
	Does your organization have a defined geographical location for its operations
	1
	2
	3
	4
	5
	

	2.4.2
	Does your organization have a defined programmatic area (governance, women rights, gender, health, education, climate change, mental health, early childhood development, safe and secure shelter etc) 
	1
	2
	3
	4
	5
	

	
	Do community members participate in issue identification for your projects
	1
	2
	3
	4
	5
	

	2.4.3
	Are community members consulted when developing funding proposals
	1
	2
	3
	4
	5
	

	2.4.4
	Does your organization know about the targeted communities (demographic – age, sex; socio – economic profile etc)
	1
	2
	3
	4
	5
	

	2.4.5
	Does your organization involve people from target communities and geographic areas in its work
	1
	2
	3
	4
	5
	

	2.4.6
	Does your organization know about the assets available in the communities where the project will be implemented such as: 
i. Social structures (associations, clubs, cultural groups, women groups, youth groups, cultural ceremonies, cultural sites   etc) 
ii. Institutional structures (NGOs, CBOs, Government departments, decentralization structures, traditional leaders, religious groups, schools, health facilities etc)
iii. Economic structures (local businesses, minerals, crops, livestock etc)
iv. Natural resources (dambos/wetlands, forests, rivers, dams, lakes, wild animals, mountains etc)
v.  Recreational areas (sports facilities, community hall etc)
	1
	2
	3
	4
	5
	

	2.4.7
	Is your organization aware of any community activities in the targeted geographic area (community planning, economic development, social developments, community projects, community vision, community involvement activities etc)
	1
	2
	3
	4
	5
	

	2.4.8
	Does your organization work with community and local structures:
i. Traditional leaders (village headmen, traditional authorities etc)
ii. Religious leaders
iii. Opinion leaders
iv. Local government structures (VDCs, ADCs)
v. Extension workers
vi. Community structures (CBOs, community radios).
	1
	2
	3
	4
	5
	

	2.4.9
	Does your organization involve vulnerable and marginalized communities in its work (women, girls, youth, people with disabilities, poorest households)
	1
	2
	3
	4
	5
	

	2.4.10
	Does your organization create space and provide platform for the voice and action of vulnerable and marginalized communities
	1
	2
	3
	4
	5
	

	2.4.11
	Does your organization have a mechanism to get and give feedback to communities
	1
	2
	3
	4
	5
	




2.5	Project Design and Strategy Development
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.5.1
	Does your organization engage target communities in order to understand their vision and their specific objectives in designing projects?
	1
	2
	3
	4
	5
	

	2.5.2
	Does your organization facilitate community participation in understanding needs, strengths, and priorities to be included in project proposals?
	1
	2
	3
	4
	5
	

	2.5.3
	Does your organization work with community members to define their priorities and the role they will play in project implementation?
	1
	2
	3
	4
	5
	

	2.5.4
	Does your organization involve communities in the project design and proposal development
	1
	2
	3
	4
	5
	

	2.5.5
	Does your organization facilitate development of systems and structures for sustainability
	1
	2
	3
	4
	5
	


2.6	Stakeholders Analysis and Involvement
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.6.1
	Does your organization know other organizations that are relevant to the project (CBOs, NGOs, Government departments, traditional leaders etc)
	1
	2
	3
	4
	5
	

	2.6.2
	Does your organization involve relevant stakeholders in the planning and implementation of the project
	1
	2
	3
	4
	5
	

	2.6.3
	Does your organization have formal or informal working arrangements with NGOs, CBOs, women and youth groups, government institutions, cooperatives, businesses etc)
	1
	2
	3
	4
	5
	

	2.6.4
	Does your organization work with communities in planning and implementation of activities
	1
	2
	3
	4
	5
	

	2.6.5
	Does your organization work with communities to build their capacity for involvement in project activities
	1
	2
	3
	4
	5
	

	2.6.6
	Does your organization involve communities in monitoring, evaluation and learning activities
	1
	2
	3
	4
	5
	

	2.6.7
	Does your organization involve communities in resource mobilization
	1
	2
	3
	4
	5
	

	2.6.8
	Does your organization build the capacity of communities to drive their own development agenda
	1
	2
	3
	4
	5
	

	2.6.9
	Does your organization have mechanisms to receive and give feedback to stakeholders
	1
	2
	3
	4
	5
	


2.7	Planning and Review
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.7.1
	Does your organization have a Strategic Plan
	1
	2
	3
	4
	5
	

	2.7.2
	Does your organization hold planning and review sessions
	1
	2
	3
	4
	5
	

	2.7.3
	Does your organization develop annual work plans
	1
	2
	3
	4
	5
	

	2.7.4
	Does your organization develop quarterly and monthly work plans?
	1
	2
	3
	4
	5
	

	2.7.5
	Does your organization involve communities in planning and reviews
	1
	2
	3
	4
	
	


2.8	Financial Management
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.8.1
	Does your organization have staff dedicated to financial management
	1
	2
	3
	4
	5
	

	2.8.2
	Does your organization have financial policies, procedures and guidelines
	1
	2
	3
	4
	5
	

	2.8.3
	Does your organization prepare and keep financial report
	1
	2
	3
	4
	5
	

	2.8.4
	Can your organization present financial records and statements upon request
	1
	2
	3
	4
	5
	

	2.8.5
	Does your organization have institutional and/or project bank accounts
	1
	2
	3
	4
	5
	

	2.8.6
	Does your organization maintain supporting receipts and invoices for every transaction
	1
	2
	3
	4
	5
	

	2.8.7
	Does your organization prepare, monitor and review a budget
	1
	2
	3
	4
	5
	


2.9	Human Resources
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.9.1
	Does your organization have staff for: 
i. Programmes
ii. Finance
iii. Administration
iv. Human Resource Management
v. Monitoring and Evaluation
vi. Knowledge Management and Communication
	1
	2
	3
	4
	5
	

	2.9.2
	Does your organization have salaried staff? 
	1
	2
	3
	4
	5
	

	2.9.3
	Does your organization have volunteers or part time staff 
	1
	2
	3
	4
	5
	

	2.9.4
	Does your organization have enough staff and/or members/volunteers to do the work required for the intended project
	1
	2
	3
	4
	5
	

	2.9.5
	Does your organization adequately compensate staff and other members
	1
	2
	3
	4
	5
	

	2.9.6
	Does your organization have staff and members with technical capacity, skills, and knowledge for the intended project
	1
	2
	3
	4
	5
	

	2.9.7
	Does your organization have staff with requisite qualifications for the project
	1
	2
	3
	4
	5
	

	2.9.8
	Does your organization have a safeguarding policy[footnoteRef:1] [1: ] 

	1
	2
	3
	4
	5
	


2.10	Monitoring, Evaluation and Learning
	
	Assessment Area 
	Score
	Explanatory Notes (Justification, intervention etc)

	2.10.1
	Does your organization have dedicated staff for monitoring, evaluation and learning
	1
	2
	3
	4
	5
	

	2.10.1
	Does your organization have a Monitoring, Evaluation and Learning Plan
	1
	2
	3
	4
	5
	

	2.10.1
	Does your organization have a monitoring and evaluation framework
	1
	2
	3
	4
	5
	

	2.10.1
	Does your organization have a learning and research strategy
	1
	2
	3
	4
	5
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Part 3: Assessment Consolidation Tool 
This Assessment Consolidation Tool should be used to consolidate the findings and scores from Part 2 of the Assessment Tool. It should be used to identify the strong and weak points of the organization, which should be used in the proposal development for funding under the Catalyst Fund. 
Section 1: Governance and Organizational Structure
	Assessment Area
	Assessment Rating

	
· Does your organization have a Board and/or Governance Body with committees? 
· Are the Board and committees functional?
· Does your organization have a clear organizational structure?
· Are all positions filled?
· Does the organization have adequate systems and structures (governance, human resource management and development, financial management, procurement)?

	What we are already doing well
	Where we need to improve

	· 
	
	




Section 2: Organizations Vision and Mission
	Assessment Area
	Assessment Rating

	· Does your organization have a vision and mission statement?
· Does your organization vision and mission statement align with the funder/grant facility vision and mission?




	What we are already doing well
	Where we need to improve

	· 
	
	



Section 3: Problem Area and Objectives for the Funding Opportunity
	Assessment Area
	Assessment Rating

	· Does your issue fit into the funder/grant facility problem statement?
· Is your issue clearly defined and backed by data?
· Are the objectives of the Call within the mandate of your organization?





	What we are already doing well
	Where we need to improve

	· 
	
	



Section 4: Constituency and Link with Community
	Assessment Area
	Assessment Rating

	
· Does your organization have a defined geographical location for its operations?
· Does your organization have a defined programmatic area (governance, women rights, gender, health, education, climate change etc)?
· Do community members participate in issue identification for your projects?
· Are community members consulted when developing funding proposals?
· Does your organization know about the targeted communities (demographic – age, gender; socio – economic profile etc)?
· Does your organization involve people from target communities and geographic areas in its work?
· Does your organization know about the assets available in the communities where the project will be implemented: 
i) Social structures (associations, clubs, cultural groups, women groups, youth groups, cultural ceremonies, cultural sites   etc) 
ii) Institutional structures (NGOs, CBOs, Government departments, decentralization structures, traditional leaders, religious groups, schools, health facilities etc)
iii) Economic structures (local businesses, minerals, crops, livestock etc)
iv) Natural resources (dambos/wetlands, forests, rivers, dams, lakes, wild animals, mountains etc)
v) Recreational areas (sports facilities, community hall etc)
· Does your organization work with community and local structures:
i. Traditional leaders (village headmen, traditional authorities etc)
ii. Religious leaders
iii. Opinion leaders
iv. Local government structures (VDCs, ADCs)
v. Extension workers
vi. Community structures (CBOs, community radios).
· Is your organization aware of any community activities in the targeted geographic area (community planning, economic development, social developments, community projects, community vision, community involvement activities etc)
· Does your organization involve vulnerable and marginalized communities in its work (women, girls, youth, people with disabilities, poorest households)?
· Does your organization create space and provide platform for the voice and action of vulnerable and marginalized communities?
· Does your organization have a mechanism to receive and give feedback to communities?
	What we are already doing well
	Where we need to improve

	· 
	
	



Section 5: Project Design and Strategy Development
	Assessment Area
	Assessment Rating

	
· Does your organization engage target communities in order to understand their vision and their specific objectives in designing projects?
· Does your organization facilitate community participation in understanding needs, strengths, and priorities to be included in project proposals?
· Does your organization work with community members to define their priorities and the role they will play in project implementation?
· Does your organization involve communities in the project design and proposal development?
· Does your organization facilitate development of systems and structures for sustainability
	What we are already doing well
	Where we need to improve

	· 
	
	


Section 6: Stakeholder Analysis and Involvement
	Assessment Area
	Assessment Rating

	· Does your organization know other organizations that are relevant to the project (CBOs, NGOs, Government departments, traditional leaders etc)?
· Does your organization involve other relevant stakeholders in the planning and implementation of the project?
· Does your organization have formal or informal working arrangements with NGOs, CBOs, women and youth groups, government institutions, cooperatives, businesses etc)?
· Does your organization work with communities in planning and implementation of activities?
· Does your organization work with communities to build their capacity for involvement in 5project activities?
· Does your organization involve communities in monitoring, evaluation and learning activities?
· Does your organization involve communities in resource mobilization?
· Does your organization build the capacity of communities to drive their own development agenda?
· Does your organization have mechanisms to receive and give feedback to stakeholders?
	What we are already doing well
	Where we need to improve

	· 
	
	



Section 7: Planning and Review
	Assessment Area
	Assessment Rating

	· Does your organization have a Strategic Plan?
· Does your organization hold planning and review sessions?
· Does your organization develop annual work plans?
· Does your organization develop quarterly and monthly work plans?
· Does your organization involve communities in planning and reviews?



	What we are already doing well
	Where we need to improve

	· 
	
	










Section 8: Financial Management
	Assessment Area
	Assessment Rating

	
· Does your organization have staff dedicated to financial management?
· Does your organization have financial policies, procedures and guidelines?
· Does your organization prepare and keep financial report?
· Can your organization present financial records and statements upon request?
· Does your organization have institutional and/or project bank accounts?
· Does your organization maintain supporting receipts and invoices for every transaction?
· Does your organization prepare, monitor and review a budget?

	What we are already doing well
	Where we need to improve

	· 
	
	



Section 9: Human Resources
	Assessment Area
	Assessment Rating

	
· Does your organization have staff for: 
i. Programmes
ii. Finance
iii. Administration
iv. Human Resource Management
v. Monitoring and Evaluation
vi. Knowledge Management and Communication
· Does your organization have salaried staff?
· Does your organization have volunteers or part time staff?
· Does your organization have enough staff and/or members/volunteers to do the work required for the intended project?
· Does your organization adequately compensate staff and other members?
· Does your organization have staff and members with technical capacity, skills, and knowledge for the intended project?
· Does your organization have staff with requisite qualifications for the project?
	What we are already doing well
	Where we need to improve

	· 
	
	



Section 10: Monitoring, Evaluation and Learning
	Assessment Area
	Assessment Rating

	· Does your organization have dedicated staff for monitoring, evaluation and learning?
· Does your organization have a Results Framework?
· Does your organization have a monitoring and evaluation framework?
· Does your organization have a learning and research strategy?



	What we are already doing well
	Where we need to improve

	· 
	
	


List of participants to the Consolidation Meeting of the Self - Assessment Exercise[footnoteRef:2] [2:  Adapted from the draft ZGF catalyst Fund and Self - Assessment Tool] 

	Name of organisation
	
	Date 
	



	Name of participant
	Role in organisation
	Contact number
	Email
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