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PARTNER(/EN/CONTEN HFU(/EN/CONTENT/HF! CBPF CLUSTER

> HFU(/en/content/hfu) > Due Diligence Templates Management

Due Diligence Template Management Download this Page(/page/print/pdf/node/174)

1. What is the purpose of the Due Diligence Template page?(#l. What is the purpose of the Due Diligence template page?)
1. Accessing the Due Diligence Template Management page(#Accessing_the Due Diligence Template Management page ),

2. How to manage the Due Diligence templates(#1l. Managing the Due Diligence Templates) (#1l. Managing the Due Diligence Templates)
1. Adding_a new template(#Adding_a new document'’s template )

2. Editing_a template(#b. Editing a template )
3. Deleting a template(#c. Deleting a template )
4. Downloading_a template(#d. Downloading a template)

I. What is the purpose of the Due Diligence template page?

The Due Diligence Template Management page of the GMS allows HFU officers to populate the templates of the Due Diligence documents’ tab of the Due Diligence that Partners must fill
out and submit during their eligibility process.
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From the DD Template Management page, the HFU can:

1. Upload the templates of the documents the Partners will have to download, fill in and re-upload on multiple tabs of the Due Diligence(/content/due-diligence-submission-0).
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Submit Dwe DiigencalApplcation foom

—_—
Application Form) | Due Diligence Document Farnl: Infa Dua Diligence Checklist | Application Ferm Tracking
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Application Form Documents
[Dwe Diligence re-draft]

€

[ 3P add Commants | [ @ Mors Commants |

Organization TypErTrE e T

ACPOnymE

Annoymous214 Hame: Annocymous214 |

Mandatory fislds sre marked with an ssbarisk =, Aheays save your infarmation befors changing baba.

Required documents

E Upload documents

test

(3

Identity Documants

(s

Declaration of any Previous or Pending Legal Processes or
Investigations

4

Declaration of Conflict of Interest

(3

Declaration of Non-Suppart for a United Mations Designated Entity

OR
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Mo file uploaded

Downlead All Files

Download Termplate E

Mo fils uploadad

Dewnload Termplate a

Ha file uploadad

Downlosd Ternplate H

Mo file uploaded

Download Termplata E

Mg fils upleadad

Additional documents

Decumant tamplate: | Application Chacldist and Daclarat | n Upload documents Download Template E

Existing uploaded documents

Mo dacumants found

The templates that the Partner can download from this tab of the
Due Diligence are to be added in the 'Due Diligence Templates
Management' page by HFU officers.
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Application Form Dus Diligance Documant Bank Info I:un Diligenca Checklict | Application Form Tracking

Application Form Admin

Organization Type: International NGO ACPONY T Annoymouslid

Mandatery fislds are marked with an asterigk ™, Always gave your information belors changing tabs,

GMS Td Bank Name TBAN Account Name Account No
36 Dummy Bank Dummy=1111111 Dummy AccountName Dwmmy- 1191062617

MHame: Anncymous102 @

Hon Editable due to wouchar attached

Action

i [View] [Defctivate]

Beneficiary Banking Informatior

template, and re-upload it on this tab.

hen configured, this option allows partners to download a bank statement i) #2948 = Bank Info

Bank Mama * T | prTer— Toremmy 1T |
For US banksanly use whethar{s | | EWIFT coder 8 or 11 characters CImUS23
digits] {required for owerbcard payments)

[ acH - [] Fad wira

2. Create the categories that will be listed when users want to upload a document on their Due Diligence
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t Details of focal person in Headquarters (fo

| Application Form Template * [Select Template v Template categories the partner can choose from to upload
i o e — ‘ documents are configured in the Due Dlligence Template
Identity Documents MHHHEEI‘I‘IEH‘ page
Comments

Contact Type Contact Name Contact Title
a Legal Representative - @nu Country Director @
R - .. e ] Ce e e - E R e - . P i i
1. 1. Accessing the Due Diligence Template Management page

To access the Due Diligence Template Management page and upload/edit/delete the documents’ templates, please follow this navigation:

Navigation: System Setup > Due Diligence > Manage Due Diligence Templates
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. Fund Name: Yemen Yemen prelcomic
@) OC HA Role: Humanitarian Financing Unit (HFU) u (Humanitarian Financing Unit (HFU)) &) FUND HOM

Home Allocations v SharePoint Project v CBPF Management Risk Management v System Setup v Report v Others v

onfiguration Setup >
Due Diligence Templates Configuration Setup

Add Template Workflow Management H

Workflow Management

Added Templates User Management ] |

User Management

Title Template Name Allocation Management > Order Index Is Mandatory Is Mandatory Is Active
Allocation Management for UN
Project Management > Aosnces

Due Diligence guidelines Due Diligence Guidelines.docx Prgie 8 No No Yes

Identity Documents

Due Diligence ? | Manage Due Diligence No Yes
Bank Statement Bank statement.docx e gence UCLITEEE No Yes

PI Management

Manage Due Diligence Templates

Application Form instructions Application Form instructions.docx = - No Yes
errormance Index Mgm

Identity Documents Biography.docx Fund Specific Documents 2 Yes No Yes

Declaration of any Previous or Pending Legal Processes or  Appendix A_Declaration of Previous or Pending Legal und Specific Documents 3 Yes No Yes

Investigations Processes_EN (1).docx

Declaration of Conflict of Interest Appendix B_Declaration of Conflict of Interest_EN.docx Application Form Document 4 Yes No Yes

Il. Managing the Due Diligence Templates

1. Adding a new document’s template
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To add a new document’s template to the Due Diligence, click on [Add Template].

¥ Riligenee Templates

Add Tempiate

Added Templates
Title Template Mame Document Group Order Index Is Mandatory Is Mandatory  Is Active

for UN

Agencies
Idantity Documants Idantity Dacummants.dacx Application Farm 1 Y Ho Yas Fi x H
test Biography.doos Application Farm 1 Yes Yes Yes P 4 H
Applicaticn Checklist and Daclaration Application Checklist and Declarstion=oPtdecx Applicstion Form Documank 1 T Mo Yam f x H

- . - . - . & . - - . - & aaem

Fill in the fields (a description of all fields is provided below the screenshot) upload the document from your desktop and click on [save].

Due Diligence Templates

Titlg* = | Ordar Tndex™ [

Attach Document e Ts Active Ts Mandatery [Z] 15 Mandatary for UN Agencies
docx,.pdf, doc..jpg. g 5. .olex[30971 52 byras)

Dawnlead Templats H

Documant Sroup® Agpfication Sarmn Doeument Lo ]

Fields description :

« Title (mandatory): enter in the field the title of the document’s template.
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« Order Index (mandatory): enter in this field a number (1,2,3, etc.). This number will be the order rank of the document’s template in the Due Diligence Document’s tab.
« Attach document (mandatory): click on [Choose file] to upload the new template.
» Checkboxes:
o s active: tick this box if you want the partner to view and be able to download this template from the Due Diligence document'’s tab.
o Is mandatory: tick this box if the template you are adding is a mandatory document that the partner will have to download, fill in and submit during the Due Diligence
process. Please refer to the illustration below for more information on this.

+ Is mandatory for UN Agency: tick this box if the document’s template is mandatory for UN Agencies ONLY. If you tick this box, the NGO and Red Cross/Red Crescent society
partners will NOT see the template in their list.
« Document group (mandatory): Select from the drop-down list the category of document the template belongs to.
o Application Form: Select this option for the templates that should be saved in the ‘Application form’ tab of the Due Diligence form
o Application Form Document: Select this option for the templates that should be saved in the ‘Due Diligence Document’ tab of the Due Diligence form. (please make sure to
differentiate between the mandatory and non-mandatory templates by selecting the option in the previous filter)
o Bank Info: Select this option for the templates that should be saved in the ‘Bank Info’ tab of the Due Diligence form.

Upon clicking on [save] you can see the added template in the list.
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Due Diligence Templates

Add Template
Title Template Hame Document Group Order Index Iz Mandatory Is Mandatory Is Active
for UN
Agencies

Idantity Documants Identity Doouments.dooo Application Farm 1 a5 Ho e i H
otz porlot fod eeclasatins 5 = . 2L L -

test Biography.dock Application Farm Document i g Ho s V4 H
TR LR Ll )L P =Ll 4l - L v 3 Yer e YT T e

Declaration ef amy Pravisus or Panding Legal Processes or Daclaration of any Pravicus or Pending Lagal Precesses or Application Farm Decumant 3 Ves Ne ik P 4|

Inwvastigations Invastigations.doo

Declaration of Conflick of Interest Declarstion of Conflict of Interest.docx Application Farm Document 2 ey He Fan f b4 E

Declaration of Nen-Suppert far & Unitad Naticns Desigratad Declarstion of Nan-Suppart for & United Nations Desigrated Applizatien Form Documant 5 LY He W Fd b 4 E

Entity Entiby.deox :

Dreclaration of recogrison of UM comaliance activity Declaration of recognition of UN compliance sdtivitedoos Applicaticn Form Documant & Yas He an f x H

Dieclaration of Ascurate Information Declaration of Ascurate Tnfarmation,desx Applisaticn Farm Document 7 e He Had f b 4 E

Additisnal dacumsnts upea reguest additional decumants.docx Application Farm Documant a MHa He Ve rd b4 E

list of mambars of Board of Trustees list of mambsars of Board of Trustees.docx Application Form Documant 10 Ma Ho Ve Fi ® E

Bank Statements Bank Statment.dock Application Farm Document 12 Ma Ho s F 4 H

Registration document of NGO n Lebanon &/or abroad Application Form Documeant 13 e Ho Yas f x

Bank Statemant EBank Statrnant.docy Bank infa 11 Mo Ne Yas Fl E

Upon clicking on [Save], and if ticked as ‘active’, the document is added to the list of templates in the Due Diligence module, hence visible to the Partner.
ILLUSTRATION OF A CONFIGURED TEMPLATE
In our example, the template was saved under the category ‘Application Form Document’ as mandatory.

Hence it appears in the Required documents section in the Due Diligence document tab.
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If we had left the ‘is mandatory’ box unticked, the template’s title would have been displayed in the additional document’s drop-down list.

Application Form Documents
[Dwe Diligence re-draft]

Subsmit Due DiligencelApplication form @

[ @ add Commants ] [ Mora Commanits ]

Application Form Due Diligence Document || Bank Info | | Due Diligence Checklist | | Application Form Tracking

Organizalion Type: Tnternational NGO Acranym: Annoymauidis Hame: Anngymauills

Mandatory fields are marked with an asterisk *. Alvays save your information before changing tabs.

Dowmnload Al Files

Required documents Additional documents

o ot
E Uplcad documents seurmant bamp

o Hefile valeaced | Existing uploaded docotfiStf the template was not ticked as "'mandatory’, it will be
G ¢ Dowenload Templutea
0 Tl

i | Application Checklist and Declarat » | Dowinload Termplata E

E Upioad documents

Mo documants found displayed in this drop-down list.

g Download Ttmphtna
Declaration of any Previous or Pending Legal Processes or Ho file voloaded
Investigations

g Download Temphtng
Declaration of Conflict of Interest Ho file voloaded
G Dowinload Tnmplath
Declaration of Non-Support for a United Nations Designated Entity e fila vploadad

b. Editing_a template
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Due Diligence Templates

of its line.

Grant
Management
System

Add Template

Added Templates

Tdentity Decumants

Application Checkint and Daclaration
tast

Idantity Documants

Daclaration of any Fravious or Pending Lagal Frocassas or
Irvestigaticns

Daclaration of Conflict of Interest

Daclaration of Mor-Suppert for a Unitad MNations Designated
Entity

Declarstion of recogniticn of UN compliance ackivity
Desclaration of Accurate Information

Additional dacuments upan request

ligt of mambsers of Board of Trustess

Bank Statemants

Ragistration documant of NGO in Labanon &fer abroad

Bank Statement

Template Name

Tdentity Docurments.docx

aApplicatian Chacklist and Delaratisn-aPt.dacx
Biography.decx

Biography-oPt.docx

Daclaration of any Pravious or Panding Lagal Processas or
Investgations.cocx

Diaclaration of Conflict of Intarest.doax

Daclaration of Nen-Suppert far a United Nations Designated
Entity.doo:
Declaration of recognition of UM compliance activity.docx

Diaclaration of Accurate Information.docs
Additional desuments.doc
list of membars of Board of Trustess.doex

Bank Statrmant.decx

Bank Statment.docx

Documaent Group

Agpplizatien Farm
Applizatisn Farm Dacumant
aApplication Farm Dacumant
application Form Documant

application Form Documant

Applization Farm Dadumeant

Application Farm Dacumant

Application Farm Documeant
Applicaticn Farm Documant
Application Farm Dacumant
Applicatien Farm Dacumant
aApplication Farm Dacumant
application Farm Documant

Bank nfo

Order Index

10
iz
iz
11

§E F FE % ENE
B
g
<

s
]

[

i
g

FEFF

Is Mandatory
for UN
Agencies

Ma

Is Active

an Fa 4~
Yas b4 E

v 8

Yas 7 XE

"as 4 %G
aE £ ¥B8
Yas Vil E
“fam Vil E
“fan Vil E
ad Fa 4~
s £ ¥B
fas Vil E.
fas Vi

“fam Vil E

Change the info in the fields that have appeared at the top of the page, as per the indications provided HERE, (#Adding a new document'’s template )and click on [save].
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Due Diligence Templates

Titla® |1¢5: | Ordar Indax® 1
Aftach Documank || Choose Eie | Mo fie chosan Is Activa 1z Mandatory : 1s Mandatory for UN Agancies
cdoo..pdt. doc Jog, g .o, ol S097152 bytes)
Dipvonload Template E
Decurnant Group® | Apphcation Form Docurment bl |

Added Templates

Title Template Name Document Group Order Tndex  Ts Mandatlory TIs Mandatory  Ts Aclive

for UN

Agancias
1dantity Documants I1dantity Documants.dock Apglication Farm 1 Yas Mo fas £ ® E
application Checklist and Daclaration application Chacklst and Declaration-oPtdace Application Farm Decumant 1 Me Me Yas x E
[ Biegraphy.does: Application Farm Decumant 1 Yes Mo Yas E
Tdenkity Decuments Bicgraphy-a2t.docx Application Farm Desument 2 Has Mo as I x E
Declaration of any Previous or Pending Legal Processes or Declaration of any Previous or Pending Legal Processes or Application Form Decument 3 Hax Mo Yam j x E
Inweastigations Irvestigations.docx :
Declaration of Conflict of Interest Daclaration of Cenflict of Interast.doc: Application Farm Decumant 2 ek Me Ve ri x E
Declaration of Mon-Support for & United Nations Designated  Daclaration of Non-Suppert for & United Nations Designated | Application Form Decument 5 Ye§ Me Yea Vi 4 E
Enlity Entity.docx

[ T R S P T [ SN PR SRS SIS VSR O e A S S ST [N TPUNT RN S ——— el [ Lo, Ao # hod B

c. Deleting a template

To delete a template, click on the red cross icon of its line.
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Add Template
Added Templates
Title Template Name Document Group Order Index Is Mandatory Is Mandatory  Is Active

for UN

Agencies
Identity Decumants Tdentity Documents. docx Application Farm 1 Y e Yas Vil
Application Checkint and Daclaration aApplicatian Chacklist and Delaratisn-aPt.dacx Application Farm Dacumant 1 Ma Ma A
tast Biography.decx aApplication Farm Dacumant 1 Wak Ma A H
Idantity Documants Biography-oPt.docx application Form Documant 2 LH Ma Yas Fi
Daclaration of any Fravious or Pending Legal Frocesses or Daclaration of any Pravious or Panding Legal Processas or agpplication Form Documant 3 L o Yas F4 x H
Irvestigaticns Investgations.cocx
Diaclaration of Conflict of Intarast Diclaration af Canflict of Intarest.dogs Applicatien Farm Dacumant 4 e Ma aE £ ¥B8
Daclaration of Mor-Suppert for a Unitad MNations Designated Daclaration of Nen-Suppert far a United Nations Designated Application Farm Dacumant 5 ek Ma A Fi b 4 E
Entiky Entity.doo:
Declarstion of recogniticn of UN compliance ackivity Declaration of recognition of UM compliance activity.docx Application Farm Document [ e Ha e rd b4 E
Declarstion of Accursts Information Declaration of Accurste [rformation.doc: Application Farm Documant 7 Haw Ha e i ® E
Additional dacumants upan request Additionsl decuments.does Applicatien Farm Dacumant 8 Mo a Yen Vil E
ligt of mambars of Board of Trustsss lisk of mnambars of Baard of Trugtess. doex Applizatien Farm Dacumant 10 Ma Ka fas Fi b 4 E
Bank Statamants Bank Statment.decx Application Form Documant 1z Mo Na Yas Vil E
Ragistration documant of NGO in Labanon &fer abroad application Farm Documant 13 Yk Ma Yas j x
Bank Statement Bank Statment.docx Bank info 11 Mo Ma “fam Vil E

d. Downloading_ a template

To download a template, click on the green arrow icon E_of its line.
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Management
System

Add Templ

Added Templates

Identity Desumants

Application Checkint and Daclaration
tast

Idantity Documants

Daclaration of any Fravious or Pending Legal Frocesses or
Irvestigaticns

Daclaration of Conflict of Interest

Daclaration of Mor-Suppert for a Unitad MNations Designated
Entity

Dreclaration of recognition of UN compliance activity
Desclaration of Accurate Information

Additional documents upan reguest

ligt of mambsers of Board of Trustess

Bank Statemants

Ragistration documant of NGO in Labanon &fer abroad

Bank Statement

Template Name

Tdentity Docurments.docx

aApplicatian Chacklist and Delaratisn-aPt.dacx
Biography.decx

Biography-oPt.docx

Daclaration of any Pravious or Panding Legal Processas or
Investgations.cocx

Diaclaration of Conflict of Intarest.doax

Daclaration of Nen-Suppert far a United Nations Designated
Entity.doo:
Declaration of recognition of UM compliance activity.docx

Disclaration of Accwrats Information.dass
Additionsl desurments doss
lisk af mambers of Board of Trustess.doe:

Bank Statrmant.decx

Bank Statment.docx

Documaent Group

Agpplizatien Farm
Applizatisn Farm Dacumant
aApplication Farm Dacumant
application Form Documant

agpplication Form Documant

Applization Farm Dadumeant

Application Farm Dacumant

Application Farm Documeant
Applicaticn Farm Documant
Applicatien Form Dacumaent
Applizatien Farm Dacumant
aApplication Farm Dacumant
application Farm Documant
Bank info

Order Index

10
iz
iz
11

g€ F §§ T8
B
g
3

s
]

[

-
-

[

§FFFE

Is Mandatory
for UN
Agencies

Ma
M
[f%-]
(g1

Ma

Ma

Ha
Ha
Ma

g

Ha

Is Active
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