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WHAT is PADOR?

The Potential Applicant Data On-Line Registration (PADOR) is an on-line database in which
organisations register themselves and update regularly their data.

This data concerns the organisation itself, it is not linked to a particular project proposal, and is
used by the European Commission for evaluating the operational and financial capacity criteria as
well as for checking the eligibility of the organisations that participate in calls for proposals.

PADOR was launched by EuropeAid to :

- Make it no longer necessary for potential applicants to provide all the data concerning their
organisation in paper form each time they participate in a Call for proposals. Applicants
now only need to indicate in their application forms their unique identification number,
called EuropeAid ID (PADOR number), which is created after registering in PADOR.

- Allow EuropeAid to have a better knowledge of its (potential) partners in development
cooperation.

EuropeAid is currently working on a new module (PROSPECT) to allow applicants to Calls for
proposals to apply on-line (to be launched in 2011). The joint capacities of PADOR and
PROSPECT are expected to further facilitate the application process.

WHO can register in PADOR?

Registration in the database is open, in principle, to all organisations which :
- are active and have capacities in the Development field ;
- require subventions from EuropeAid, on the long or short run ;
- have officially registered statuses (or equivalent documents) and have their own
established -annual accounts;
- have the ability to speak on behalf of their members.

Registration in PADOR is not open to individuals. Individuals who wish to take part in calls for
proposals must make sure that the general rules of the call allow them to.

The Commission deals only with the body signing the contracts (which has the responsibility of
the budget and the payments.) Only organisations having this capacity will be eligible for grants.
Examples:

1. A laboratory working for a university does not have a legal status. Only its headquarters have
the authority to sign a contract. The administrative data that must be introduced in

PADOR concern the headquarters, not the laboratory.

2. A European organisation may have branches in several other countries. If a branch is legally
registered in a country, with the authority to sign contracts and execute payments (on a bank
account not linked to the headquarters), it will be considered eligible for grants, but the data
introduced by the branch in PADOR must correspond to its own experience (at the branch level)
and not the experience of the headquarters or of other branches belonging to the same "family" of
organisations.

In other words, the legal personality of an organisation and its eligibility is recognized by the
Contracting authority based on its statuses. The eligibility is established based on the law under
which the office is registered and the place of registration and not on the shareholding or
management structure of the entity.



WHY register my organisation in PADOR?
Is registration obligatory?

Registration in PADOR is necessary for organisations in order to:

(a) obtain an identification number (EuropeAid ID),

(b) upload all information concerning their profile to be taken into consideration by the Evaluation
Committee of the Call for proposals they apply for (administrative and financial data, previous
experience, etc.)

(c) make their existence known to the European Commission, but also to other organisations
through the "search for local partners™ tool.

Registration in PADOR is obligatory for all applicants to Call for proposals, non state actors,
public administration bodies, including local authorities, who apply for a grant over 25.000€.
However, there may be exceptions to the obligation to register in PADOR. Please always
refer to the Guidelines of the Call you are interested in to check whether a derogation from
the PADOR registration requirement is applicable. One such example is when PADOR
registration is objectively impossible, for Calls launched in countries in war situations or where
access to the internet is very difficult.

When derogation from the PADOR registration requirement is applicable it is compulsory
for the applicant concerned to complete the PADOR Derogation Pack (Annexed to the Call
Guidelines) and to send it together with the Concept Note in line with the instructions in
Section 2.3 of the Call guidelines. A justification, as well as supporting documents substantiating
this request (where possible), are required.

For all those organisations to which derogation is granted, EuropeAid undertakes to initiate the
registration of the said organisation in PADOR, and if, at a later stage, the organisation wishes to
update its data, an access request should be sent to the PADOR Helpdesk.

Any derogation applies only to the Call for proposals in the context of which it was requested.

WHEN to register? When to update an account?

Organisations interested in EU co-funded development cooperation are encouraged to approach the
PADOR registration not as a requirement to be met by a certain Call for Proposals deadline, but
rather as a one-off exercise in view of future Calls.

Applicants must be registered in PADOR before the deadline for the submission of Concept
Notes (specified in the guidelines of each Call for proposals).

Once registered, applicants should update their PADOR account by this same deadline. It is
important to remember that the Evaluation Committee in charge for each Call for proposals
will only take into account the data that have been most recently

Filled in = Saved (in the relevant screens) = AND Submitted (via the "Sign" Screen) !




HOW to register an organisation in PADOR:

STEP 1. Getting started: Information required / documents to be submitted.
To register in PADOR you will need:

- a sufficiently stable internet connection

- an email address of your organisation.

- a personal email address.

- ausername (login) and ECAS' password for personal identification (see step 2, point 6)

You will be asked to fill in information regarding:

- the date when you organisation was established, the type of your organisation

- the target groups of your organisation

- the sectors and geographical areas your organisation is active in

- the experience of your organisation in the above areas (number, duration, size of projects, etc.)

- the financial data and sources of your organisation

You will also need to upload the following documents PLUS a translation in English, French
or Spanish (obligatory, if the original documents are not in an EU language):

- statutes (to register in PADOR an organisation must be legally recorded in a country)

- financial reports (for the last three years available)

- audit reports (at least for the last year) — only if you are applying for a grant over 500.000€
You may fill in the PADOR screens in English, French or Spanish

Quick
IP . : :
i Once all the above documents and information are available and ready to be
uploaded / encoded, the registration in PADOR takes approximately 2 hours to be

completed

! « European Commission Authentification Service ».
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STEP 2. Personal Identification — Personal User ID and Password

PADOR is a database of organisations. Nevertheless the management of PADOR data within
the organisations is done by individuals, who has to be identified with his/her own access
rights (via the European Commission Authentication Service — ECAS UserID and password)

1. GO to the PADOR website
http://ec.europa.eu/europeaid/work/onlineservices/pador/index en.htm

2. Click on "You do not have a personal ECAS identification" (under "Access to PADOR")

3. FILL IN *AT LEAST* ALL mandatory fields:

- Data related to the organisation (Organisation Name, Organisation's email, Legal type,
Country, Postal Code and/or P.O Box (not necessarily both/if not applicable put 0)

- Data related to your personal login: (First and Last name, Login email (this needs to be your
personal —not organisational- email), Confirm (type again) your email.

The key code (type in the empty field the characters you see in the box on the left)

4. Click on "SUBMIT", v to submit your request

( The system now checks whether your organisation has already
been registered in PADOR )

S. A list of organisations with similar data to the one you have tried to register (Name,
Address, E-mail address, etc) appears on your screen, and you will be asked to check whether you
can identify in this list the organisation you are trying to register.

(To make sure that you are not about to create a double account for an organisation that is
already registered, click "modify" to refine your research. EX.: use a new spelling or in another
language. (For more information please the question "Does my organisation already have a profile
in PADOR?" in the Frequently Asked Questions, Section 3)

74 N}
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I have now checked:
My Organisation is NOT in the list

Click on: My Organisation IS NOT in the list

I have now checked:
My Organisation IS in the list

Click on: My Organisation IS in the list

Please confirm the data you registered.
Click on "SUBMIT" V"

You will receive an email within 5 minutes
with a link "Request ECAS password"

(Please remember to check your spam box too)
click on this link (within 90 mins)
You will be directed to a page where you can set

your password for your personal login.

For more information please refer to the "How
to get my ECAS Login and ECAS password"
Section in the F.A.Q.s

"Select" the organisation. If your
organisation appears more than once, select
imperatively the organisation with the "LEF
ID Type 6".

Click on "SUBMIT" V"

An email is automatically sent to the
organisation (either the official address, or
that of the person who first registered the
organisation) with your request and
information how to add you as new user.

You will receive the email with the link on
how to set your password (see next column),
only when the person managing the
organisations' account adds you as a new user.

For more information please refer to the
"How to get my ECAS login and ECAS
password" Section in the F.A.Q.s

7 More Help? Place your cursor on the bulb next to each field (a window will pop up)

A& Check also the Frequently Asked Questions:

Section 2 "ECAS username and ECAS password" and
Section 3 (Identify your organisation in PADOR.

You can NOW start registering / updating your organisation in PADOR

Quigs

TIP

Any user having obtained an ECAS password may register as many organisations s/he
wishes using this same login and ECAS password, linked to his/her personal e-mail address.
This option is available in the PADOR main page by clicking on link entitled: "You have a
username..." and then click on "You want to create an account for an organisation”.
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STEP 3. Registering your organisation in PADOR

To register an organisation in PADOR you need to fill in one by one the screens listed on the left

e e s side of the screen under the title "Screens to be filled in".
i; 5 = |&] hetpsijjwebgate ec.europa eufeuropeaidfo

File Edit View Favorites Took Help

T @ @ onine Services (NPADCRRO on cris_appserp) -

The layout of some screens depends on the information provided in a
e previous screen. In fact, as you will notice, you can proceed with the
B3N EIRY registration only when the two first screens are filled in (Administrative
1 Data and Profile)

European Commission > EuropeAid

‘m’ General

} Access your organisation

" Search for Partner SCREENS TO BE FILLED IN - please remember to:

¥ How to fill in PADOR (Quick
Ref.)

¥ What is LEF data?

b User management 1 REQUIRED FIELDS: fill in at least all fields in orange in each screen.
<m
Administrative data
+ Profile
b sectorial experience 2 TOP DOWN fill in the screens in the order they are listed
¥ Geographical experience
} Crossed Information
F Finandial health
et 3 v SAVE the information you filled in each screen

* Audit Report
* Staff

} Board of Directors

before you move on to the next screen

} Strategy & Methodology
2 Signature @
s 4 SIGN do not forget to sign (=validate the data)
¥ Print All

F lUser anide

|

LEF data

The Directorate General for Budget manages the budget of the European Commission. For this,
DG BUDG created a database in which each contractor can be identified. Each potential contractor
fills in a Legal Entity File (LEF), that contains all the administrative data permitting its
identification (e.g official name and address of the organisation). Temporary LEF codes (starting
with "'S", which are not visible in PADOR) are assigned to organisations that have never received
grants from the EC. "LEF 6" codes (starting with 6) are assigned to organisations that have
already received grants from de EC. This code is unique and valid for all the transactions with the
EC.

The procedure for changing the LEF 6 data is explained on the webpage:
http://ec.europa.eu/europeaid/work/onlineservices/pador/lef-information_en.htm. In the interest of
data security, LEF 6 data can be modified in PADOR only upon DG Budget's validation. Please
note that while the request for such modification is being processed, the fact that LEF data is not
up to date does not prevent applications from being evaluated, nor does it affect their assessment.

Therefore you can finish your registration in PADOR, and send your application to a call for
proposal as normal.
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Reqistration of your organisation in PADOR
SCREEN: ADMINISTRATIVE DATA

/= online Services (NPADORRO on cris_appscrp) - Online Services - Programmes de coopération extéri - Windows Internet Explorer

G\‘C—: ~ e ines-servicesindex.cfm? ADSSCheke=1 274950015011 6dn=padar.MD_AdmData = ] \E\lzl [pador

Fle Edit Yew Favorites Tools Help

g oo - | E o mranet & ol 5 (NPADO... X 5 -

Search| Sitemap| C

- B -

Legal ng

. European Commissi|

External ¢

European Commission > EuropeAid

‘ooperation programmes

> Work with us > O

ﬁ‘ General
o Administrative Data
F Access your organisation
3 EeerE e Ca s EuropeAid ID | N/A LEFID  'N/A Founding  01-01-0200 (1810 year(s) old)
. Date B
v HO}N}tﬂ fillin PADOR (Quick Organisation name* PADORINA
Ref. E

' What is LEF data?

} User management au"ck
8 [Screens to be filled in

Administrative data >
} Profile

} Sectorial experience Highlighted fields are mandatory. For on-line help, click on next to the given field.

} Geographical experience Organisation name#* ' pADORINA Abbreviation*

» Crossed Information Organisation's e-mail by oo com s [Eroien =

F Financial health Address

¥ Financing sources Address*  f XXX ﬂ Postal Code*  {/ 0

* Audit Report P.0. Box* g

3 pe You should enter the CP and/or the POB

Sto = City* ' Brussel

* Board of Directors Country* Algeria LI Phone

} Strategy & Methodology Website Fax
© |signature Reason . [ Applicant to call for Proposal =] View ! @ yes N EC  No

+ Sign Legal type* @ public Law Body Local Authority ) [ oniy for public Law Body
8| To0ls C private Law Body

* Print All

Save Reset

F llcar auide

<

You must fill in this screen for the next screens to become accessible (=clickable)

If the organisation has had a contract with the EC (and therefore a LEF 6), the LEF data*
(asterisk) are automatically introduced and cannot be directly modified by the user. (see p. 7)

1. FILL IN *AT LEAST* ALL_mandatory fields:
Organisation name, Organisation email, Language, Address, Postal Code OR P.O Box, Country,
City, Legal Type, Reason and View

Reason: chose from the drop down menu the most relevant explanation on why the organisation is
being registered in PADOR (applicant / partner / to be known by the European Commission). If
you are an "applicant™ for one Call for proposals, and "partner" for another Call for proposals
which are launched in the same period of time, please register as "applicant”.

View: Do you wish to make the organisation's profile is public? If you mark "yes", your
organisation will appear in the database of the "Search for Partners™ tool (see.p. 20)

2.SAVE! vV~

E | More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 4 "Administrative Data"
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File Edit View Favorites Took Help

e @onh

...... (MRADORRO on cris_sppscr

. European Commissi

External ¢

EuropeAid

European Commission >
2 General

F Access your organisation
' Search for Partner

F How to fill in PADOR (Quick
Ref.)

} What is LEF data?
} User management

€ Screens to be filled in

Administrative data

: Profile >

} Geographical experience

* Crossed Information

} Financial health

* Financing sources

* Audit Report

b Staff

' Board of Directors

} Strategy & Methodology
(-] Signature

¥ Sign
& Tools

* Print All

IP lHser auide

sion

cooperation programmes

Profile
EuropeAid ID JIN/A LEF ID  'N/A Founding 01-01-0200 (1810 year(s) old)
> = Date -
Organisation name* | PADORINA
, Quick
Highlighted fields are mandatory. For on-line help, click on next to the given field.
Legal type* . Public Law Body
Legal form* ' [piease selact |=]
profit Making? . ® ves N NGO7?* @ ves NT
value gased | Neutral - Link & IYesf Family organisation ~]
Category v IAssocia:ion =]
~National Registration Data
Hunebert NN B patet 1 [01/01/0200 |
Place* {Jfvdrg VAT number* | /[g ]
Statutes I e LEF
B Browse
Test.doc

~Target Group(s) sector(s)

[ an = 110 - Education =
[ .child soldisis 1> [C3l77 111 - Education, level unspecified

[ children (less than 18 yrs old) L C’F A2 Bene et o

3 113-S d ducati
[ community Based Organisation(s) - seondary education
i L3l 114 - Post-secondary education
[ consumers
- = 120 - Health
fzEiE & (I 121 - Health, general
™ brug consumers & ] 122 - Basic health

You must fill in this screen for the next screens to become accessible (=clickable =green)

[l

If the organisation has had a contract with the EC, (and therefore a LEF 6), the LEF data*
(asterisk) are automatically introduced and cannot be directly modified by the user. (see p. 7)

1. FILL IN *AT LEAST* ALL mandatory fields:

Profit Making, Value Bases, Category, NGO, Link, Place, Date and upload the statutes of your
organisation, Target Groups and Sectors.

A list of subsectors appears by clicking on the arrow next to each Sector. It is up to the
applicant to give more general or detailed information about Sectors, to use a combination of
general sectors and subsectors, and to include as many Sectors as the type of experience gained
from a cross-sectorial project (e.g it is possible to tick 4 Sectors when a project covered 4 sectors).

If a sector in which your organisation is active does not appear on this list, please provide

relevant information on the "Strategy and Methodology" Screen.

k
FiP

If you need to upload more than one document, please scan or compress (.zip, .rar) all

the documents in one file which you can then upload in the available field. The name of the
document/file to be uploaded should be written with latin characters.

2.SAVE! vV~

-
£l

More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 5 "Profile".
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Experience
SCREEN: SECTORIAL EXPERIENCE

cris_appscrp) - Online Services - Programmes de coopération exteri - Windows Internet Explorer

/2 Online Services (NPADDRRO on nlis > ——
N i re— - - i = +

Gj‘/ [0 repsitrovsnge: = % [&] https:/webgate.ec.europa eufeuropeaidjonling-servicesfindes cfm?ADSSChck=1 2748603307460 =pador,E_Sectorial =l & |1 ##][ x| ]panor

Filz  Edit  Wiew Favorites Took  Help File Edit Wiew Favorites Tools  Help

¢ 4 @8 online Services (NPADORRO on cris_appscrp) - v fr oo - @& onine Services (NPADG... X | 2 My Intracomm Welcome

. European Commissif

External ¢

cooperation programmes

> Work with us > Online services >

European Commission > EuropeAid

| General

* Access your organisation

& | Screens to be filled in

Administrative data
+ Sectoriat experience , Quick

5 -

* Search for Partner Experience - Sectorial

* How to fillin PADOR (Quick

. WTL)t e LEE datar EuropeAid ID i MN/A LEF ID i N/A Fnulll)r:]i;? 01-01-0200 (1810 yeal
* User mana gemen t Organisation name* ' PADORINA

I’ lser auide
F]

1. FILL IN *AT LEAST* ALL_mandatory fields:
Years of experience, Number of projects, Estimated amounts

You are asked to provide further information on your experience on each of the Sectors you
defined the "Profile” Screen. Calculate the following information for each sector in which your
organisation is active. (Please note that only an approximate calculation is needed) :

- the number of years experience. The brackets offer approximations,
Example : “From 1 to 3 years” please select (>=1 - <=3), which means more than (>=) 1 year but less than
(<=) 3 years.

- the number of concerned projects over these years. The brackets offer approximations:
Example : “From 1 to 5 projects” please select (>=1 - <=3), which means more than (>=) 1 project but less
than (<=) 5 projects.

- the financial volume (in €) of this sector over these years. The brackets offer approximations:

K = thousands of euro ; M = million of euro.

Example : “From 10.000€ to 50.000 €" please select (>10K - <=50K), which means more than (>) 10.000 €,
but less than (<=) 50.000 €.

It is up to the applicant to establish a methodology for presenting its experience. You may
declare, for example, 4 years of experience for each Sector that a 4-year project covered)

2.SAVE! V'

E 7 More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 6 "Experience™ (6.1 and 6.2)

10

* Crosse d Informa tion

¥ Financial health

* Financing sources

ESIEIEEE PO Highlighted fields are mandatory. For on-line help, click on nect to the given field.

b Staff

» Board of Directors Sector(s) Years of experience Number of projects Estimated amoun

' Strategy & Methodology 15 - Government and Civil Sodety I 5>=1-<=3 vI |>:1 - <=5 'vI I >10K - <=50K
& | signature

> Eam Save | Reset |
& Tools

* Print All
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SCREEN: GEOGRAPHICAL EXPERIENCE

ri - Windows Internet Explarer

cFn?ADSSChck=127486099441 3&do=pador.E_Geographical =Ha \§H£| [panor

European Commission > EuropeAid

programmes

ﬁ‘ General > ine s > PADOR

* Access your organisation

» Search for Partner Experience - Geographical

* How to fillin PADOR (Quick

i~ B

Ref.) EuropeAid ID  N/A LEF ID N/A Founding 01-01-0200 (1810 year(s)

* What is LEF data? Date

Organisation name* PADORINA

* User management

€ | Screens to be filled in

- Administrative data E
¥ Profile Quick
* Sectorial experience

Geographical experience

* Crossed Information

* Financial health

* Financing sources Highlighted fields are mandatory. For on-line help, click on ne:t to the given field.
* Audit Report
¥ Staff Region/ Country Years of Number of Egtimate(! amount Re
* Board of Directors = experience - projecis - (€) X
* Strategy & Methodology Select a Region or a Country (after the regions) ;I Please select ;I Please select ;I Please select ;I
© signature Select a Region or a Country (after the regions) ;I Please select ;l Please select ;[ Please select ;I
¥ Sign Select a Region or a Country (after the regions) ;I Please select ;I Please select ;I Please select ;[
© |Tools
* Print Al Save I Reset |

F llser anide

4l

1. FILL IN ALL mandatory fields:
Region / Country, Years of Experience, Number of Projects, Estimated amounts (in €)

First, identify the geographical experience of your organisation, either by country or by
region.

Second, for each geographical area, please specify the following information.
(Please note that only an approximate calculation is needed) :

- the number of years experience. The brackets offer approximations,
Example : “From 1 to 3 years”please select (>=1 - <=3), which means more than (>=) 1 year but less than
(<=) 3 years.

- the number of concerned projects over these years. The brackets offer approximations:
Example : “From 1 to 5 projects” please select (>=1 - <=3) , which means more than (>=) 1 project but less
than (<=) 5 projects.

- the financial volume (in €) of this sector over these years. The brackets offer approximations:

K = thousands of euro ; M = million of euro.

Example : “From 10.000€ to 50.000 € please select (>10K - <=50K) , which means more than (>) 10.000 £,
but less than (<=) 50.000 €.

2.SAVE! V'

[ 1 More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 6 "Experience” (6.1 and 6.3).
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SCREEN: CROSSED INFORMATION

/2 Online Services (NPADORRO on cris_appscrp} - Onlin

&~ [E]tepsiiwebnate.ec curopa cuferroneado

File  Edit View Favarites Tools  Help

U§ 4R @ online Services (MPADORRO on cris

_appscrp) -

European Commissi|

External c

European Commission > EuropeAid

2 [General

¥ Access your organisation
* Search for Partner

F How to fill in PADOR (Quick
ef.)

* What is LEF data?
* User management
B | Screens to be filled in
~ Administrative data
* Profile
* Sectorial experience
F Geographical experience
L Crossed Information >

* Financial health

* Financing sources

' Audit Report

b Staff

* Board of Directors

} Strategy & Methodology
(-] Signature

¥ Sign
& Tools

* Print All

F llcer auide

4

(" Online Services (NPADORRO on ctis_appscrp) - Online Setvices - Programmes de coopération extéri - Windows Internet Explorer

GO - [elne

Fle Edt Wiew Favorites Tools Help

.ec.eurapa. eufeuropesidjonline-servicesfindes:, cim?ADSSChek=127486 100001 S&do=pador E_CrossSG

By E\ E\ [panor

~ | @ onine Services (NPADO... X || £ iy Intracomm Weleome:

ooperation programmes

ork with us > Online servi

Experience - Crossed Information

Europefid ID LEF ID Founding

Date

IN/A IN/A 01-01-0200 (1810 year(s) old)

Organisation name* ' PADORINA

On this screen appear the sectors and the regions/countries that you have selected on the Sectorial and Geographical Experience
screens.

Region/Country Sector(s)

Group By Sector | Save | Reset |

This screen is optional, and in fact it is automatically generated by PADOR based on the

information provided in the two previous screens (Sectorial Experience, Geographical Experience)
1 More Help? Place your cursor on the bulb next to each field (a window will pop up)

Check also the Frequently Asked Questions - Section 6.4 "Crossed Information™.
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Financial Data
SCREEN: FINANCIAL HEALTH

7 Online Services (NPADDRRO on cris_appscrp) - Online Services - Programmes de coopération extéri - Windows Internet Explorer

/= Online Services (NPADORRO on cris_appscrp) - Onlin

&5 ~ [E] hepsiivebsate. oc.curopa cujeLrapeadio g@ + [2] hetps /iwebgate ec.europa.eufeuropeaidfonline-servicesfindex. cim?ADSSChek=12743523781 458da=pador F_General =& [x]

File  Edit Mew Favortes Tock e File Edt View Favortes Toos Help

5% 4 @8 online Services (MPADORRO on cris_appscrp) -
= w o o2
=8

- | B AIDCO Intranet @ Orline Services (NPADO. ., %

| European Commissi

- External ¢

European Commission > EuropeAid

cooperation programmes

ﬁ > Work with us > Online s
General
Financial Health

* Access your organisation

* Search for Partner EuropeAid ID CN/A LEF ID CN/A Founding |, 01-01-0200 (1810 year(s) old)
+ How to fill in PADOR (Quick - = Date ©
Ref.) Organisation name* ' PADORINA
ki

} What is LEF data?

* User management

B |Screens to be filled in ’ Ol’.H'Ck
-

Administrative data
+ Profile
b Sectorial experience
* Geographical experience Highlighted fields are mandatory. For on-line help, click on next to the given field.

* Crossed ign
&t Finandial health -

Share- Medium &

Search| Sitemap| ¢

F i = Turnover Net Balance » Short Term
|na-nc|ng = Year (in j Earnings (in 3 sheet (in ' E hl?lder_ ] L?)“%tm."“ y Debt (in ! Financial Report
¥ Audit Report Y thousands Y thousands ¥ thousands ¢ thqulﬂgrn(é"s - th;usagllgs Y thousands v
b Staff EUR) EUR) EUR) o = EUR)
* Board of Directors 2000 | -1zl | -s44] | -413| [ -15e4 -54| [ -615| Browse_|
* Strategy & Methodology 2008 | q [ o [ o [ o [ of [ ol Browse.. |
® |signature 2007 [ of [ of [ of [ of [ of [ o Browse.__ |
+ Sign 2006 | | [ [ | [ [ | Browse... |
Tool
° ools Save Reset
F Print All

P llcar auide

d

1. FILL IN ALL mandatory fields :

Turnover, Net Earnings, Balance Sheet, Share holder Equity, Medium and Long term Debt, Short
Term Debt (less than one year), upload the Financial Reports of your organisation (the name of the
file to be uploaded should be written in Latin characters)

The data must be expressed in € (no commas, dots, spaces), and must cover the last 3 years.
To convert your financial data in € please use the exchange rates on the InforEuro website:
http://ec.europa.eu/budget/inforeuro/index.cfm?language=en. Use the rate specific to the month
and year in which the annual financial report was produced.

You may wish to provide Financial Health information for a longer period of time than the
requested one. Once you fill in and save data for the last three years (years -1, -2, and -3)
(compulsory information) a new line will appear for the year -4 (optional information).

Quigt

L Please read carefully the description / definition of the information required in each field
(refer to the Quick Guide, bulbs next to each field. If some of the data do not apply for your
organisation, please type 0 (zero) in these fields, and explain in a document why these data,
or the financial report, do(es) not apply. If you need to upload more than one document,
please scan or compress (.zip, .rar) all the documents in one file which you can then upload in the
available field.The name of the document/file to be uploaded should be written with latin
characters.

2. SAVE! V'

7  More Help? Place your cursor on the bulb next to each field (a window will pop up)
i 0 Check also the Frequently Asked Questions - Section 7 "Financial Data" (7.1 and 7.2).
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SCREEN: FINANCING SOURCES

G-

rvices (NPADORRO on cris_appscrp) - Dnline Services - Programmes de coopération extéri - Windows Internet Explorer

Z1[ 8 |42 ]| [paoon

G@ ~ [&] hteps: fjwehaate. ec.europa eufeuropeaid]onine-servicesiinde. chr?ADSSChek=12748769628248d0=parar F_Source

File  Edit View Fa

Fle Edt Wiew Favorites Tools Help

European Commission > EuropeAid

ﬂ‘ General

* Access your organisation
¥ Search for Partner

* How to fillin PADOR (Quick
Ref.)

¥ What is LEF data?
¥ User management

€ |Screens to be filled in

Administrative data
+ Profile
F Sectorial experience

* Geographical experience

ices (NPADO... X | 4 HTTP 403 Forbidden L -

rooperation programmes

1 > Work with us > Onlir
Financing sources

EuropeAid ID I N/A LEFID N/A

Highlighted fields are mandatory. For on-line help, click on ne:t to the given field.

Founding 01-01-0200 (1810 year(s) olc
Date -

Organisation name* ' PADORINA

Number of Fee-paying % per Re

r i Year Source
Crossed Information Meihers ¥ year
¥ Finandcial health Please select ;I Please select LI Please select ;l |
» Financing sources — Please select ;I Please select LI Please select ;l |
5 .
Sl o Please select =||Please select x| |Please select B3| |
¥
SEl Please select ;I Please select LI Please select LI
F Board of Directors
Please select ;I Please select LI Please select ;I
} Strategy & Methodolo
o £kl ek Please select ;I Please select LI Please select LI
Signature
Please select ;I Please select LI Please select :I
' Sign Please select ;I Please select LI Please select LI
© Tools
b Print Al Save | _Reset |
F 11 el
o Usecauide lal
oo R, FE

1. FILL IN ALL mandatory fields:

Year, Source, Number of Fee-paying Members, % per year

Year :If you have correctly filled in and saved the previous screen (Financial Health), you should
now see in the "Year" drop-down menu a list of all the years (minimum 3) for which you filled in

Financial Health data.

Number of Fee-paying Members: this field is mandatory only if you select "Members fees™ in the

"Source" drop-down menu. In this case, please select an approximate number of Number of Fee-
paying Members from the brackets available in this drop-down menu
(Example : “from 100 to 500 Members” please select more than (>)100 but less than (<= 500)

% per year : the percentages reflecting the percentage of the sources of financing benefiting your
organisation, should add up to 100% for each year. Please do not use commas, dots or spaces.
(Example: 63. NOT 63% or 63.2% )

2.SAVE! V'

Ll

More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 7 "Financial Data" (7.1 and 7.3).
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SCREEN: AUDIT REPORT

/= Online Services (NPADORRD on cris_appscrp) - Onlin

@_\f‘/ + [&] hitpsitimebgate.oc europa.eufeurcpesidio

File Edt View Favorites Tools  Help

% aff @ onine

ices (NPADORRC on cris_appscrp) -

i European Commissi

- External c

European Commission > EuropeAid

2 |General

¥ Access your organisation
* Search for Partner

¥ How to fill in PADOR (Quick
ef.)

* What is LEF data?
* User management
€ | Screens to be filled in

Administrative data
* Profile
* Sectorial experience
* Geographical experience
* Crossed Information
* Financial health
¥ Financing sources
U AIt ILepOrt
* Staft

* Board of Directors

F Strategy & Methodology
[ ] Signature

¥ Sign
& Tools

¥ Print All

F llcer anide

4]

/7 Online Services (NPADORRO on cris_appscrp) - Online Services - Programmes de coopération extéri - Windows Internet Explorer

q’@ ~ ] https:/fwebgate.ec.europa. eufeuropeaidfoniine-servicesfindex. cim?ADSSChek=12748763714868do=pador. Audit

(& ] [x] [0

Fle Edit wiew Favorites Tools  Help

ooperation programmes

k with us > Onlin > PADOR

~| @ online Services (NPADO... x| @ HTTP 403 Forbidden

Audit Report

-

Save | Reset I

EuropeAid ID  'N/A LEFID N/A Founding 01-01-0200 (1810 ye:
- : Date
Organisation name* .| PADORINA
, Quick

Year Approved auditor Valid untl: Report Remove
2009 | | || Browse.. | [
2008 | ] || Browse. | [
2007 | ][ | ] Browse.. | [

1. The fields in this screen are mandatory onlv for applicants applving for a grant of more

than - 500.000 €

In these cases, you must upload the certified audit report of your organisation of —at least-
the last year. Please refer to the Guidelines of the Call for proposals you are interested in for more
information on the number of years you need to provide an audit report for.

Kk
P

If you need to upload more than one document, please scan or compress (.zip, .rar) all

the documents in one file which you can then upload in the available field. The name of the
document/file to be uploaded should be written with latin characters.

2.SAVE! V'

£l
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More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 7 "Financial Data" (7.1 and 7.4).
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Staff and Managment
SCREEN: STAFF

/~ Online Services (NPADORRO on cris_appscrp} - Online Services - Programmes de coopération extéri - Windows Internek Explorer

=
&5 ~ [E] hipsifiwebsate.oc.curopa, cufeLrapeadio @v [2 Metpsiijmebaate . euraps. eufeurapesidonline-servicesiindex. cm?ADSSChek—127 4965 dopador.5_ldentficatian =00 & (4[5 [azoe

File Edit Wiew Favortes Taols  Help

B8 --

Search|

W oo 58| ~ | BB ADCO Intranet: & online Services (NPADO... X

| European Commissi

- External ¢

European Commission > EuropeAid

2 | General
¥ Access your organisation
¥ Search for Partner Staff

+ How to fill in PADOR (Quick
Ref.) EuropeAid ID ' N/A LEFID  /N/A Founding 01-01-0200 (1810 year(s) old

* What is LEF data? ) - Date
* User management Organisation name* ./ PADORINA
B | Screens to be filled in
Administrative data
F Profile

* Sectorial experience Highlighted fields are mandatory. For on-line help, click on neit to the given field.
* Geographical experience

~Number of Staff

' Crossed Information
* Financial health Paid Unpaid
b e ermmEs Headquarters o Please select = | Please select = |
It Report Expats * Please select =| Please select x|
< F Staff Local ‘_ Please select d Please select d
[ Eosrroromer
} Strategy & Methodology ~Percentage Female / Male Total Paid Staff
° Signature
. Female Male
¥ Sign
8 [ Tools

¥ print All Save Reset |

I. lser auide
Pl

1. FILL IN *AT LEAST* ALL _mandatory fields:
the number of Paid Staff in the Headquarters, the number of Paid Staff who are expatriates, and the

number of Paid Staff who are locally hired (in the action location). The brackets offer

approximations :
(Example : “from 10 to 50 emloyees” please select more than (>=) 10 but less than (<=) 50 )

2.SAVE! V'

[j More Help? Place your cursor on the bulb next to each field (a window will pop up).
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SCREEN: BOARD OF DIRECTORS

sicesfindex FACSSCheke= 1274369914709 dompador 5 Board =118 {49 x| [anoce

L. EUrOp:

File Edit Wiew Favorites Tools  Help

(MPADORRO on cris_appscrp) -
& orlne Services (NPADO... X

v 4 ool - | ERaco mrane:

Search| Sitem

2 | General

* Access your organisation

* Search for Partner

F How to fill in PADOR (Quick Boa rd Of Directors

Ref.)
* What is LEF data? ) 3
B e ——— EuropeAid ID  'N/A LEFID  'N/A Founding 01-01-0200 (1810 year(s) old)
B | Screens to be filled in L LaICi
Organisation name* PADORINA

Administrative data
+ Profile
* Sectorial experience
* Geographical experience
Cicesedinioumation Highlighted fields are mandatory. For on-line help, click on ne.t to the given field.
* Financial health
On the

¥ Financing sources
Remove

* Audit Report Title Name Profession 1 Function 1 Country of Nationality Board
since:

| ey
< * Board of Directors ) = | Please select = |[Please select =l O
" Strareny X =] | Please select =|[Please select =l [

fpea— = | Please select =||Please select =l N
8 [ Tools
Save Reset |

F Print All

=

T

° Signature

=)

I. lser auide
Pl

1. FILL IN ALL mandatory fields:
The name of the Board of Directors, their profession, their function within the Board (director /

president, secretary, treasurer, other), their nationality, since when they have been members of the
Board).

2.SAVE! V'

[ " More Help? Place your cursor on the bulb next to each field (a window will pop up).
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Strateqy and Methodology

SCREEN: STRATEGY AND METHODOLOGY

/2 Online Services (NPADORRO on cris_appscrp) - Onlin

@_“ ~ [&] httpsiffwebgete ec curopa cufeuropeaidfa

File Edit View Favorites Tools  Help

S8 4 @ online Services (NPADORRD o cris_sppscr) -

. European Commissi

External ¢

European Commission > EuropeAid

ﬂ General

b Access your organisation
¥ Search for Partner

F How to fill in PADOR (Quick
Ref.)

¥ What is LEF data?
} User management

8 |Screens to be filled in

Administrative data
F Profile
} Sectorial experience
» Geographical experience
} Crossed Information
F Financial health
} Financing sources
b Audit Report
¥ Staff
[

|
< } Strategy & Methodology >
(-] Signature

F Sign
© | Tools

¥ Print All

F llser auide

J

/2 Online Services {(NPADORRO on cris_appscrp) - Online Services - Programmes de coopération extéri - Windows Internet Explorer

@ - [e] fm7ADSSChok=1274877 Stratiiet =11 & |42 ][x) [pancr
Fie Edt View Favortes Tools Help
W6 ¢ @ onine Services (NPADORRO on cris_sppscrp) - Onine... 5 B (v hPage - |

sion
‘ooperation programmes

> Online service

> Work with us

Strategies & Methodologies

EuropeAid ID  N/A LEFID  'N/A Founding 01-01-0200 (1810 year(s) old)
) : Date

Organisation name* ' PADORINA

Strategy and Methodology

To be developed in 20 000 characters (you may cut and paste unformatted text): Strategies/methodologies/philosophies and approaches
of your organization - How to chose a country/region, a project, a partner - Conditions to create a strong partnership, ownership, «
participatory approach », ...

In order for your data to be taken into account by the European Commission, you must:

2. FILL IN and SAVE data ON ALL THE SCREENS with the menu on the left side of the screen (examples: Sectorial and geographical
experience, financial data, etc.)

2. SUBMIT this data (button in the menu on the left side of the screen), before the dead-line of the call for proposals you are interested
in.

¥

Save

Reset |
|

Done [T [ [N3Localintranet E]

This screen is optional, (not obligatory)

1. Here you can type the information that you consider relevant regarding all the previous
PADOR screens, but you were not able to include in the respective fields / screens. Please note
that the maximum number of characters that can be typed is 20.000.

Since this screen is the last one before the screen where you will be asked to validate the data you
have filled in, it also includes

a warning that you need to :

- fill in and save data in the previous PADOR screens
- submit this data ("Sign" Screen — in the list of screens available on the left hand side)

before the deadline of the call for proposals you are interested in.

2. SAVE! V'

r

[ -

More Help? Place your cursor on the bulb next to each field (a window will pop up).
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STEP 4. Submission :

Validate the registration & Get your EuropeAid ID

SCREEN: DECLARATION OF HONOUR, SIGN

¢/ Online Services (NPADORRO on cris_appscrp) - Online Services - Prﬂl;ran]n]es de coopération extéri - Windows Internet Explorer.

e Services (NEADORROonloisRappscii St GT: + [&] hezpsijiwebgate. ec.europa. cufeurapeaidjonline-services/index. cFm?ADSSChck=12743740500008do=pador. Signature =l & |[#2] % | Jacoge
@h [E] teiosijweboste oc oraps cuewropsasio [ e e e e
File Edit Yiew Favertes Todk Help * ® & Oniine Services GHFADS... % R

¥ 4R @ Online Services (NPADGRRO on cris_appscrp) -

European Commissij

External ¢

European Commission > EuropeAid .
Declaration of honour

2 |General
* Access your organisation EuronensIRIITEN LEFID  'N/A Forilny — GL-0l-ea (e ver) &
* Search for Partner Organisation name* ' PADORINA

* How to fillin PADOR (Quick
Ref.)

' What is LEF data?

* User management
According to the Practical Guide to Contract procedures for EC actions, one is reminded that an organization cannot be recorded in

8 |Screens to be filled in PADOR if: (a) they are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an
o _ arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any

Administrative data analogous situation arising from a similar procedure provided for in national legislation or regulations; (b) they are the subject of

* pProfile proceedings for a declaration of bankruptcy, for winding-up, for administration by the courts, for an arrangement with creditors or for

3 ial R any similar procedure provided for in national legislation or regulations; (c) they have been convicted of an offence concerning their
Sectorial experience professional conduct by a judgment which has the force of res judicata; (i.e. against which no appeal is possible); (d) they have been

¥ Geographical experience guilty of grave professional misconduct proven by any means which the Contracting Authority can justify; (e) they have not fulfilled

3 _ obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of th
Crossed Information country in which they are established or with those of the country of the Contracting Authority or those of the country where the contra

F Financial health is to be performed; (f) they have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement

> = R a criminal organisation or any other illegal activity detrimental to the Communities' financial interests; (g) they are currently subject to
Financing sources an administrative penalty referred to in Article 96(1) of the Financial Regulation; (h) they are guilty of serious misrepresentation in

F Audit Report supplying the information required by the contracting authorities as a condition of participation in an invitation to tender or contract; (i)

v Staff they have been declared to be in serious breach of contract for failure to comply with obligations in connection with another contract wi
= the same Contracting Authority or another contract financed with Community funds; (j) they are in one of the situations allowing
* Board of Directors exclusion referred to in point 2.4.15 of the Practical Guide to Contract procedures for EC actions in connection with the tender or

t t.
} Strategy & Methodology e

H 1 declare to be entitled to represent and to engage the responsibility for the organisation which is being registered
r Si
< on Submit_|

¥ Print All L]
Pane r T r r r T

F llser auide

d

1. TICK the box next to the phrase "l declare to be entitled to represent and to engage the
responsihility for the organisation which is being registered"

2. SUBMIT! v o there are missing fields a box will appear indicating the Screens in which
some obligatory data are missing, or some data have been incorrectly encoded. Please: Return to

these Screens > Fill in or Correct data > SAVE again v > SUBMIT again v

You have now registered your organisation in PADOR !

t‘ Your EuropeAid ID is now available
Once you finish your registration you obtain your EuropeAid ID, which you have to indicate
in all future application forms of Calls for Proposals. The EuropeAid ID of your organisation
becomes visible on the top of all the PADOR screens (if you do not finish your registration a
"N/A" appears in this field instead)

E 7 More Help? Place your cursor on the bulb next to each field (a window will pop up)
Check also the Frequently Asked Questions - Section 8
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* Update vour PADOR account

Once registered, applicants should update their PADOR account by the deadline for the
submission of Concept Notes (specified in the guidelines of each Call for proposals). It is
important to remember that the Evaluation Committee in charge for each Call for proposals
will only take into account the data that have been most recently:

Filled in - Saved (in the relevant screens) > AND Submitted (via the "Sign" Screen) !

In other words, to update a profile it is not sufficient to log in to your organisation's account and
change the data you wish to update. It is not even sufficient to save this data on each screen. You
need to sign again the declaration (Step 4) (=to validate, submit the new data)

Do not forget to update your status as applicant or partner. This is important because
some fields and documents to be uploaded are not required for partners.

* User management:
Adding / deleting users to the PADOR account of your organisation
(For more information see the full manual point 2.2. and 7 and F.A.Q Section 9).

ST e=mm 1. Click on User Management
e e . 2. Enter the First and Last name and the Login e-mail of the user
_ o co e esmer 3 Define the level of access rights the user will have:

e - View : can view but NOT modify data

B3N EINs - Data entry: can view, modify and save, but NOT sign

3 - Sign : can validate data, and change the access levels of the other users,

and delete users

European Commission > EuropeAid

ﬁ General
* Access your organisation
¥ Search for Partner Quick
* How to fillin PADOR (Quick . . . - -

Ref) _ There is no limit in the number of users (with any of the above
¥ What is LEF data? . . . . .
e — profiles) an organisation account might have, however we advise you to
© screens to be filled in designate the Signatory profile to a limited number of persons (and

minimum 2 — in case of absence of one of them).

* Search for Partners?

/= Online Services (NPADORRO on cris_appscrp) - Onli

@ﬁ 'w'j“:ju‘j:jga:j;E“’:;:'E“fe“'””““* A new search functionality has been introduced in PADOR that allows
organisations to network and find other organisations already registered in
the database. Basic information about any organisation that chooses to

S @ onling Services (NPADORR on cris_appscrp) -

} External ¢ make its profile information visible in PADOR (by clicking "yes" next to
: the "view" field in the Administrative Data screen).
European Commission > EuropeAid
ﬁ General
- SR Any interested organisation can look for partners by sector, country of
"o o TR PABOR (Quick action, legal type, target group and expertise amongst a pool of potential
» What is LEF data? partners registered in PADOR.
® scrcens to be filed i
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HELP

-

[, . Place your cursor on the bulb next to each field (a window will pop up).

r m consult the Quick Guide, available on each PADOR screen
Lo
FREQUENTLY ASKED QUESTIONS (available here, and on the PADOR homepage)

If you still have not found an answer to your question, you can contact the PADOR
HelpDesk via email (europeaid-pador@ec.europa.eu).

In order to treat your request as soon as possible, please indicate in the subject line of your
email the title of the Screen you are working on.

Please note that in order to ensure the traceability and accuracy of the advice provided to potential
applicants, information can only be provided through e-mail.
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SUMMARY TABLES

(if LEF 6, then data *
cannot be modified by the
user, p.7 Help Guide)

PADOR SCREEN APPLICANT PARTNER
ADMINISTRATIVE
DATA Organisation name, Organisation email, Language, Address, Postal Code or

P.O Box, Country, City, Legal Type, Reason and View

Optional:
Abbreviation, Website, Phone, Fax

PROFILE

(if LEF 6, then data *
cannot be modified by the
user, p.7 Help Guide)

Profit Making, Value Bases, Category, NGO, Link, Place, Date, Target
Groups, Sectors, and upload Statutes

Optional:
Legal type, Legal Form, National registration number, VAT number, and

upload LEF

EXPERIENCE

a. SECTORIAL

b. GEOGRAPH/L

c. CROSSED INFO

(Years of Experience, Number of projects, Estimated Amount)
(Region/Country, Years of Experience, Number of Projects, Estim.Amount)

All fields are optional
(summary table automatically provided)

FINANCIAL
HEALTH

(type 0 (zero) in any field
that is not applicable, and
provide an explanation in
the document uploaded —
or in the Strategy and

(Turnover, Net Earnings, Balance
Sheet, Share holder Equity, Medium

(Turnover, Net Earnings, Balance
Sheet, Share holder Equity, Medium

& Long term Debt, Short Term Debt,
Finan. Report)
-at least for past 3 years-

and Long term Debt, Short Term
Debt)
-at least for past 3 years-

Optional:

you are an applicant
requesting a grant > 500.000 €)

Methodology Screen) Financial Report
FINANCING
SOURCES (YYear, Source, Number of Fee-paying Members
only if you have chosen "Fee-Paying Members as a Source, % per year)
AUDIT REPORTS All fields are optional
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STAFF

Required:
number of Paid Staff in the
Headquarters, number of Paid Staff
who are expatriates, number of Paid
Staff who are locally hired

Optional:
number of Unpaid Staff in the

Headquarters, number of Unpaid
Staff who are expatriates, number of
Unpaid Staff who are locally hired

All fields are optional

ALL fields are Required

BOARD OF (Names of the Board of Directors,
DIRECTORS their profession, their function within All fields are optional
the Board, their nationality, since
when they have been Board members)
STRATEGY AND All fields are optional
METHODOLOGY
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PUBLIC BODIES (incl. Local Authorities)

PADOR SCREENS
APPLICANT PARTNER
ADMINISTRATIVE
DATA Organisation name, Organisation email, Language, Address, Postal Code or

(if LEF 6, then data *
cannot be modified by the
user, p.7 Help Guide)

P.O Box, Country, City, Legal Type, Reason and View

A\

Optional:
Abbreviation, Website, Phone, Fax

PROFILE

(if LEF 6, then data *
cannot be modified by the
user, p.7 Help Guide)

Profit Making, Value Bases, Category, NGO, Link, Place, Date, Target
Groups, Sectors, Statutes

Optional:
Legal Type, Legal Form, National registration number, VAT number, and LEF

EXPERIENCE
a. SECTORIAL

b. GEOGRAPH/L

c¢. CROSSED INFO

(Years of Experience, Number of projects, Estimated Amount)

(Region/Country, Years of Experience, Number of Projects, Estim.Amount)

All fields are optional
(summary table automatically provided)

FINANCIAL
HEALTH

(type 0 (zero) in any field
that is not applicable,
and provide an explanation
in the document uploaded
— or in the Strategy and
Methodology Screen)

(Turnover, Net Earnings, Balance Sheet, Share holder Equity, Medium and
Long term Debt, Short Term Debt)
-at least for past 3 years-

Optional:
Financial Reports

FINANCING
SOURCES

Choose "Taxes / Local Taxes / Government donations”. Indicate 100%
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AUDIT REPORTS All fields are Optional
If you are an Applicant: If you are a Partner:
STAFF
number of Paid Staff in the Headquarters,
number of Paid Staff who are expatriates,
number of Paid Staff who are locally hired All fields are optional
Optional:
number of Unpaid Staff in the Headquarters,
number of Unpaid Staff who are expatriates,
number of Unpaid Staff who are locally hired
BOARD OF If you are an Applicant If you are a Partner:
DIRECTORS
(:
Town Council / All fields are optional
Local Assembly) Names of the Town Council / Local
Assembly, their profession, their function
within the Town Council / Local Assembly,
their nationality, since when they have been
members)
Strategy
and Methodology All fields are Optional
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