[bookmark: _GoBack]ANNEX K – COMPLETE ADMINISTRATIVE DOSSIER
For shortlisted projects, RAAF will require applicants to send a Complete Administrative Dossier to verify the applicant’s eligibility. This dossier should be transmitted in hard copy at the following address
Regional Agency for Agriculture and Food (RAAF), 128 Bd du 13 janvier,  
– 01 BP 1816 Lomé-Togo.
Attention: The Executive Director  
The dossier shall be provided in hard copy and will include:
· Certified copies of the bylaws
· A copy of the registration certificate at the Prefecture and a copy of the publication in the Official Gazette [or equivalent depending on the current legislation in the country where the organization is located]
· Dated list of members of the Governing body, bureau and main leaders and their contact details bearing the date of the last elections
· Dated Organizational chart signed by the leader
· Minutes of the last General Assembly or at least the agenda of the last General Assembly and the main resolutions, as well as any documentation supporting the activities initiated and completed and evidence of membership in an association.
· Balance Sheets and Operating accounts of the last three financial years (with the annexes and explanatory notes) validated by the General Assembly and highlighting the origin (public or private) of the financial resources. This information should subsequently be updated every year.
· Provisional budget for the current financial year showing the list of public financing approved by the body in charge of closing and approving the organization’s accounts (by indicating, if possible, whether they are acquired, requested or to be requested).
· Documents that prove the sources of co-financing of the action already acquired.
· Other administrative documents deemed necessary could be requested by the contracting agency.

NB: It is not necessary to send this administrative dossier with the Project Brief and the Detailed Proposal. Only the documentation indicated in Annexes A and B should be sent before the deadline for sending proposals.
 

 
