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Application Form 

for Centres of Competence (CoC) / 
Cooperative Business Services Providers 
	A - General Information
	

	Name of Applicant

	

	Physical address


	

	Postal address (if different from above)
	

	Contact name


	

	Title


	

	Office phone number


	

	Mobile phone number


	

	Fax number


	

	Email address


	

	Website


	


	B - Type of organisation (please tick)

	Cooperative federation

	

	Cooperative union


	

	Cooperative college

	

	Other cooperative related organisation. Please specify
	

	Trade Union


	

	Employer Association


	

	Non governmental organisation


	

	Governmental organisation. Please specify 
	

	Private company (other than cooperative)
	

	Other. Please specify

	


	C – General profile of the organisation

	200 words maxi




	D – Areas of expertise

	Agriculture (agribusiness, fishing, mining) - Ref. COC/AGR 

	Please describe your sector or sub sector of activity


	Financial services (credit & savings, insurance...) - Ref. COC/FIN

	Please describe your sector or sub sector of activity


	Business services (planning, management, organisation...) - REF. COC/BUS 

	Please describe your sector or sub sector of activity


	Social services (education, health and HIV and AIDS…) -  Ref. COC/SOC

	Please describe your sector or sub sector of activity


	Other services (transport, utilities, industry...) - REF. COC/SERV

	Please describe your sector or sub sector of activity



	E – Technical capacity

	In few sentences, briefly explain the expertise (or many expertise) of your organisation as business service provider with respect to improving cooperatives’ business, organisation, management, governance and profile.



	How long has your organisation been working in this (these) area(s) of services?


	Has your organisation applied for national and/or international standards (e.g. international labour standards, ISO, GAAP, fair trade standards …)? Has your organisation received certificates or awards for excellence and/or leadership?


	Who are your clients?




	F – Developmental capacity

	Who are your main competitors?



	Why a client would choose your services (competitive and comparative advantages)?


	Have you had previous experience working with cooperatives? Please describe work done


	How will you target cooperatives as clients?



	How will you assess the quality of your services to the cooperative?



	How will your organisation provide services that are specifically tailored or pay attention to gender equity, women co-operators, youth or vulnerable people? 



	What is your strategy to expand your client (cooperative and others) portfolio?




	G - Organisational capacity

	Do you employ temporary staff or consultants? How often and for what purposes?


	What is the average time that your senior staff has been with your organisation? Please provide gender breakdown



	Please describe the management team: number, roles and responsibilities, gender breakdown



	Describe the process of decision making: who is involved in discussions? In the final decisions? 



	Is the necessary support available for the execution of activities (e.g. administrative support, legal advice, access to information, human resources, etc...)?



	H - Governance

	Does your organisation have a constitution, code of conduct or a clear mission statement?

Please describe.


	Is there a board of administration? Please provide names, position and work experience, with gender breakdown.

	Name
	Position
	Experience
	Male
	Female

	
	
	
	
	

	Are the role and responsibilities of the board members clear (how is the possibility of conflicting interests dealt with)?


	Is there sufficient and clear communication between the board, the management and the staff?



	I - Systems and procedures

	Describe the accounting and budgeting procedures



	Describe your monitoring and evaluation system 


	Describe your auditing system



	J - Financial and budgetary capacity

	What is the annual turnover of your organisation? In USD. 

Which percentage are from?:

	Profits
	

	Government contracts
	

	Grants
	

	Loans
	

	Other funding mechanisms. Please specify
	

	What has been your budget trend in the past 5 years?




	K - Coverage

	At what level in the country does your organisation operate?

	  National level
	

	  Provincial level
	

	  Other. Please specify
	

	Please inform of operations in the following geographical areas. Please provide rate and describe activities

	  Rural
	

	  Urban
	

	  Both
	


	L - CV(s) of key personnel

	Please provide, as an annex to this form, abridged CV(s) of no more that two pages (for each individual) of key personnel.




	M - Potential conflict of interest

	Please give details of any known circumstances that will, or might give rise to a conflict of interest. These could include financial interests, membership of cooperatives, activities or people working for CoopAfrica. Where a potential conflict is identified, you should state how you intend to avoid such conflict.



	N - References

	Please provide us with three references that we may contact prior to approving your application.



	Name
	

	Company (if applicable)
	

	Telephone
	

	Email address
	

	Relationship to applicant
	

	

	Name
	

	Company (if applicable)
	

	Telephone
	

	Email address
	

	Relationship to applicant
	

	

	Name
	

	Company (if applicable)
	

	Telephone
	

	Email address
	

	Relationship to applicant
	


	O - Other information

	If there is any other general information you would like to include about your organisation, please do so here.




	P – Source 

	How have you heard of this Call for Interest? Please tick



	National Newspapers (name)
	

	CoopAfrica/ILO website
	

	Online magazine (name)
	

	Via another organisation. Please name


	

	Other. Please specify


	


I confirm that, to the best of my knowledge, that information given in this form is complete and correct. I also understand that if my organisation is selected and the information I have provided is subsequently found to be untrue, the appointment may be terminated.

Signature, name and title of the authorised signatory
Place, Date
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