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[bookmark: _Toc417476110]ANNEX A.5: Documenting the Project Promoter’s Capability Template 
template 60 – ADMINISTRATIVE CAPACITY/ORGANIZATIONAL STRUCTURE AND PROCEDURES: ESTABLISHMENT, ORGANISATION AND STAFFING

	1A. ELEMENTS OF ESTABLISHMENT AND ORGANISATION OF THE BENEFICIARY

	Constituent act
  (Enter the title of the constituent act and the Government Gazette details, if the current approved text exists or is attached in PDF file in case there is no Government Gazette)
	 

	Internal Service Organisation / Body Regulation (Enter the title of the text and the Government Gazette, if the current approved text exists or is attached in PDF file, in case there is no Government Gazette)
	 

	1B. ESTABLISHMENT AND STAFFING OF COMPETENT DEPARTMENTS

	1. Technical Department (mandatory only for technical projects and studies)

	Department name
	Supervisor's name
	No. of Decision on appointing the Supervisor 
	No. of executives
(University education, Technological education)
	No. of executives
(Secondary education, Compulsory education)

	
	
	
	
	

	2. Economic Department

	Department name
	Supervisor's name
	No. of Decision on appointing the supervisor 
	No. of executives
(University education, Technological education)
	No. of executives
(Secondary education, Compulsory education)

	 
	 
	 
	


	 

	3. Department implementing the project (if different from the previous ones), e.g. Supplies Department, IT Department etc.

	Department name
	Supervisor's name
	No. of Decision on appointing the supervisor
	No. of executives
(University education, Technological education)
	No. of executives
(Secondary education, Compulsory education)

	
	
	
	
	

	4. Legal Department (if it exists - optional)

	Department name
	Supervisor's name
	No. of Decision on appointing the supervisor
	No. of executives
(University education, Technological education)
	No. of executives
(Secondary education, Compulsory education)

	
	
	 
	
	

	5. Other involved Department (if it exists - optional)

	Department name
	Supervisor's name
	No. of Decision on appointing the supervisor
	No. of executives
(University education, Technological education)
	No. of executives
(Secondary education, Compulsory education)
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[bookmark: _Toc425781387]template 60- ADMINISTRATIVE CAPACITY/ORGANIZATIONAL STRUCTURE AND PROCEDURES: dECISION-mAKING BODIES FOR TECHNICAL PROJECTS AND STUDIES

	Name of the decision-making body 
	Authority/Department/Body
	Appointment legislation 

	Supervisory Authority
	
	

	Managing Department  
	
	

	Technical Board
	
	


[bookmark: _Toc425781388]
TEMPLATE 60 - ADMINISTRATIVE CAPACITY/ORGANIZATIONAL STRUCTURE AND PROCEDURES: DECISION-MAKING BODIES FOR SUPPLIES AND SERVICES 

	Name of the decision-making body 
	Authority/Department/Body
	Appointment legislation 

	For the approval of the supply / service
	
	

	For the approval of the technical specifications and conditions of the calls
	
	

	For the establishment of committees
	
	

	For signing the contracts
	
	


[bookmark: _Toc425781389]



TEMPLATE 61 – ADMINISTRATIVE CAPACITY/ORGANIZATIONAL STRUCTURE AND PROCEDURES: brief description present processes 

	Process code
	Process name

	e.g. D.02.01
	e.g. Tender preparation - Evaluation of tenders

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 



TEMPLATE 61 -  ADMINISTRATIVE CAPACITY/ORGANIZATIONAL STRUCTURE AND PROCEDURES: existence of iso 9001 and elot 1429 certification in force (optional)

	Certificate number and attachment of the certificate (PDF file) and the most recent inspection
	Issuing agency and its accreditation number (PDF attachment of the accreditation of the certification body)
	Scope of certification
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[bookmark: _Toc425781390][bookmark: _Toc417476111]TEMPLATE 62:  OPERATIONAL CAPACITY / PROJECT TEAM & IMPLEMENTATION OF RELATED PROJECTS: project DETAILS 
	

	Project title
	 

	Subproject 1
	 

	Subproject 2
	 

	Subproject …
	 

	Project team organisational chart

	No.
	Staff member¹
	Degree
	Department
	Type of employment contract (including staff members with project contracts)
	Role / Responsibility
	Subproject in which the staff member is involved
	Anticipated man-hours for the whole duration of the project²

	1
	 
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 
	 

	Total Man-months of the project
	

	¹ The names of the project manager and project supervisors are required.  For staff members enter “staff member 1”, “staff member 2”, etc. 
² For each staff member, the planned working time for the implementation of the project in full or equivalent months is calculated as an estimation.



[bookmark: _MON_1492602241]TEMPLATE 62Α - OPERATIONAL CAPACITY / PROJECT TEAM & IMPLEMENTATION OF RELATED PROJECTS: technical subproject details
	Technical Subproject details
	
	

	Title and numbering of the main subproject (technical project or study)
	
	
	

	Subproject budget in €
(excluding VAT)
	
	
	

	Expected contract duration in months
	
	
	

	Organisational chart for the supervision of the technical subproject

	No.
	Name/Surname
	Role / Responsibility
	Department
	Specialisation
	Estimated average employment rate over the duration of the subproject contract

	1
	 
	Main subproject Supervisor
	 
	 
	 

	2
	 
	Technical Department Supervisor
	 
	 
	 

	3
	 
	Member of the Committee responsible for verifying project delivery
	 
	 
	 

	4
	 
	Member of the Committee responsible for verifying project delivery
	 
	 
	 

	5
	 
	Assistant Supervisor
	 
	 
	 

	6
	 
	……
	 
	 
	 

	Total Man-months of the project team
	
	



	Other projects supervised (or planned to be supervised) by the Supervisor during the implementation of the subproject

	1
	Technical subproject title 2: 
	
	
	Budget in € (excluding VAT)
	

	
	Percentage of concurrent working time:
	
	
	Project MIS (if applicable)
	

	2
	Technical subproject title 3: 
	
	
	Budget in € (excluding VAT)
	

	
	Percentage of concurrent working time:
	
	
	Project MIS (if applicable)
	

	3
	Technical subproject title 4: 
	
	
	Budget in € (excluding VAT)
	

	
	Percentage of concurrent working time:
	
	
	Project MIS (if applicable)
	

	Is the supervision organizational chart acceptable?
	

	
	
	
	
	
	

	
	
	
	

	
	

	
	

	
	
	


MPLATE 62 - OPERATIONAL CAPACITY / PROJECT TEAM & IMPLEMENTATION OF RELATED PROJECTS ESTIMATION FOR ADDITIONAL STAFF [footnoteRef:1] [1:  	The table is filled in case external staff is required.
] 

	

	No.
	Additional specialisation/ role
	Documentation/ identification of need for additional staff
	Anticipated percentage of working time during the implementation of the project / subproject
	Suggestion for covering the need for additional staff

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	
	
	
	
	

	Are the proposed additions to the project team accepted by the PO? (YES/NO)
	 





[bookmark: _Toc425781393]TEMPLATE 63 - EXPERIENCE IN IMPLEMENTING RELATED PROJECTS [footnoteRef:2] [2:  	The table is completed for each Project that is considered relevant to the subject of the proposed project and / or demonstrates experience in implementing co-financed and / or related projects. 
] 


	Project title
	 

	MIS number
	 

	Programming period
	 

	Approved project budget
	 

	Operational Programme or other financing tool  
	

	Reference number of Collective Decision in the Programme of Public Investments
	 

	Implementation under Programme Agreement on behalf of another entity (YES/NO)
	 

	[bookmark: RANGE!A10]Project Owner (in case of implementation on behalf of another entity)
	 

	Duration (in months)
	 

	Project Manager
	 

	Short description of the project
	 

	Percentage of financial corrections in relation to the final budget of the project
	 

	The  project was terminated under the responsibility of the beneficiary
(because it was not completed / risked not being completed in time until programme completion)
(YES NO) 
	 

	Note: A new table should be completed for each additional related project implemented by the entity.
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