Annex II – List of documents required for UNEP due diligence process

Please prepare a folder of the documentation below:

Documents related to Not-for-Profit status:				
Proof of Legal Identity and Ability to Enter into Contracts (any one of the following):
· Certificate of Incorporation/Registration
· Valid, non-expired registration certificate issued by the relevant governmental body
· Equivalent document verifying legal status
· Other indication of eligibility

Proof that the entity’s mandate and mission are consistent with the UN (any one of the following):
· Partner Memorandum and Articles of Association
· Partner governing bylaws or constitution
· Documentation to reflect alignment with the ten Principles of the United Nations Global Compact (https://www.unglobalcompact.org/what-is-gc/mission/principles) (optional)

Policies, manuals or documentation to confirm administrative and financial capacity (any of the following):  
· Human Resources manual/policy
· Audited financial statements for the last three years
· Most recent Annual reports
· Procurement manual/policy
· Finance Manual/policies
· Entity’s overall organigramme (optional)
· Names of the senior managers/leadership team (optional)

Proof that the entity has mechanisms to combat fraud and corruption, prevent sexual exploitation and abuse, and protect and safeguard beneficiaries (any of the following):
· Policy, manuals or documentation to safeguard against the violation and abuse of beneficiaries, including sexual exploitation and abuse; 
· Policy, manuals or documentation to safeguard against fraud, corruption and other unethical behavior;   
· Code of Conduct, unless already covered by Human Resources manual/policy;   
· Human resources policies and or manuals as applicable to prohibited practices or safeguards, unless already covered by Human Resources manual/policy. 

Additional documentation for enhanced due diligence:
· Policies, manuals or documentation to confirm the entity’s alignment with UNEP’s Environmental, Social and Sustainability Framework 
· Monitoring & Evaluation Manual   
· References from UN/Past donors  
· Accreditations received and/or most recent formal capacity assessment reports  
· Additional relevant policies/procedure/manuals/codes which respond to criteria in sections above
