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Checklist of required documents 

The minimum required documents that must be attached to the proposal are found below. Please fill out this document, sign it and, together with the required documents, share it through the online platform when submitting the proposal. Use the names and numbers (#) in the list below to identify and upload the documents in an orderly way to the online platform. If you have more than one document for the same number, use letters to identify them, for example: 8a_Audit_2021, 8b_Audit_2022. Please include, in the name of the file, the validity period/mandate in month/year of the document, if applicable. Documents that do not follow this nomenclature will not be accepted.

If your organization has previously applied to MAR Fund and has submitted any of the following documents, please indicate it in the comments section and do not submit them again. Please send only the documents that have been updated and are recent or those that are specific to the project. MAR Fund will inform you during the review process if additional information is required.

	Checklist of required documents

	#
	File name
	Description
	Yes
	No
	Comments

	1. 
	CO-MANAGEMENT AGREEMENT
	Latest signed co-management agreement, if applicable.
	
	
	

	2. 
	PERMITS
	Registry and/or authorization of research/restoration/collection of fauna/others by national/local governmental institutions, if applicable.
If you do not have the permit yet, please indicate in the comments section if the registry or authorization process has been initiated and when it will be provided. 
	
	
	

	3. 
	TEAM
	List of people that will participate in the development of the project and their responsibilities. Include short biographies of each one and the organizational chart, if available.
	
	
	

	4. 
	BOARD MEMBERS
	Updated list with full name and affiliation of Board members. 
	
	
	

	5. 
	LEGAL REPRESENTATIVE APPOINTMENT
	Legal representative appointment.
	
	
	

	6. 
	BYLAWS
	Incorporation documents with bylaws, modifications and/or extensions of the organizations.
	
	
	

	7. 
	ANNUAL REPORT
	Latest annual report.
	
	
	

	8. 
	EXTERNAL AUDITS
	Last two institutional external audit reports.
	
	
	

	9. 
	FINANCIAL STATEMENTS
	The current year-to-date financial statements, signed by the accountant or administrator of the organization.
	
	
	

	10. 
	LEGAL/FISCAL REGISTRATION
	Proof of legal/fiscal registration (depending on the country, it may be an inscription in the CLUNI register, the RTU, the equivalent IRS authorization, for example). 
	
	
	

	11. 
	GOOD STANDING
	Certificate of good standing. 
	
	
	

	12. 
	MAP
	Map of the area where the project will be developed.
	
	
	

	13. 
	COMMITMENT LETTERS
	Letters from donors or collaborators indicating amounts awarded in cash and/or in-kind contributions.
	
	
	

	14. 
	MISSION STATEMENT 
	Mission statement of the organization.
	
	
	

	15. 
	URL OF THE ORGANIZATION 
	URL of the organization with access details.
	
	
	

	16. 
	SCREENING TOOL ENVIRONMENTAL AND SOCIAL MANAGEMENT SYSTEM (ESMS) (Appendix C). 

	In the Screening tool (Appendix C), please respond to all the questions with YES or NO (columns C and D) considering only the activities to be supported totally or partially by MAR Fund which are included in the submitted budget. 
In column E, please revise if you will have to prepare additional documents and/or include relevant information in the proposal. If you already have a similar document within your organization, please indicate it in the comment section (column R) and please share it with MAR Fund as annex(es) named according to the content (e.g., 16a, 16b, 16c…). If not, please consider that you will have to prepare one if your project is selected. Please include any other relevant comment, especially when you reply YES to a question. You can indicate if you already have the tools to mitigate the triggered risk or not. If this is the case, please make sure to assign funds in the budget to minimize these risks.
More information on the ESMS can be found on our web page.
	
	
	

	17. 
	VIDEO
	A video of three minutes maximum, in which the objective, implementers, activities, expected results, and impacts of the project are presented in a summarized manner.
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Declaration

The undersigned, being duly authorized for this purpose, hereby declares the following:
All the information in this questionnaire is accurate, clear, and complete.
I understand that MAR Fund will use the information I have provided to decide whether to establish a contractual relationship with my organization.
I declare that neither I, nor my organization, nor my staff, will or have offered, paid, or given anything of value to a public official or a private individual, with the intent to bribe during the development of the proposal, and I pledge that neither I, nor my organization, nor my staff, shall make such an offer, payment or gift.
	Project Title
	

	Organization
	

	Date
	

	Name and signature
	









Due Diligence revision (Leave empty for MAR Fund staff)

	Checklist of required documents

	#
	File name
	Description
	Yes
	No
	Comments

	18. 
	Environmental and Social Action Plan (ESAP)

o

Appendix D
	Complete 
Environmental and Social Action Plan (ESAP) (for most projects)
or 
Table on potential risks and mitigation measures (Appendix D, including safeguards on gender, indigenous program, environmental safeguards, etc.) that could apply, particularly for discretionary grants.
	
	
	

	19. 
	Ex-post evaluation
	Ex-post evaluation of the implementing organization (technical and administrative staff) and of the project in general.
	
	
	

	20. 
	Review of sanction lists
	Review of lists of financial sanctions and against the financing of terrorism:
a) https://www.un.org/securitycouncil/content/un-sc-consolidated-list
b) https://www.un.org/securitycouncil/es/sanctions/1267/aq_sanctions_list
c) https://www.tresor.economie.gouv.fr/services-aux-entreprises/sanctions-economiques/tout-savoir-sur-les-personnes-et-entites-sanctionnees 
d) https://sanctionssearch.ofac.treas.gov/ 
e) https://www.finanz-sanktionsliste.de/fisalis/
f) https://www.tesoro.es/prevencion-del-blanqueo-y-movimiento-de-efectivo/sanciones-financieras/Lista-consolidada-de-la-Union-Europea
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Project Officer (Name and Signature)	
	

	Date
	

	Administrative Area (Name and Signature)
	

	Date
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