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Due Diligence Form
This form should be completed with the details of administering organisation who would receive the grant funding and must be uploaded as part of the application. 
1. Organisational Governance

	Name of Organisation
	

	Registered Address including Country
	

	Legal status of the organisation
	

	Name and job title of the legal head of the organisation 
e.g. Vice Chancellor / Chief Operating Officer
	

	Information on governance structure of the organisation including any:
· Any other organisations your organisation is affiliated with 
· Any Memorandums or Articles of Association
· Documentation which confirms representatives of the organisation have the authority to approve contracts
	




2. Policies and Procedures
Please provide a link to your policy or indicate that a copy has been included as part of your application. If your organisation does not have written policies or procedures which correspond to these categories, please describe the process that you follow to ensure you are compliant with the principle in the description. 
	Policy
	Description
	Link to your policies or indicate that a copy has been included as part of the application.
If these are not available, describe the process you follow

	Anti-Fraud, corruption and bribery
	Policy (or equivalent) that demonstrates organisation’s commitment to prevent fraud and bribery.
	

	Whistleblowing
	The process for reporting professional misconduct and other wrongdoing.
	

	Travel and Subsistence
	A document which sets out the rates your organisation will pay for air travel, train travel, by private car, meals, per diems and accommodation.
	

	Safeguarding
	Prevention of harm to children and vulnerable adults.  This can include anti-bullying, sexual harassment, code of conduct when dealing with children and vulnerable adults etc.
	

	Anti-bulling and harassment 
	How the organisations ensures a safe working environment for all staff (including temporary and volunteers), including defining unacceptable behaviours and procedures for reporting, investigating and resolving complains 
	

	Risk Management
	How the organisation manages risk both across the organisation and for individual projects.
	

	Research Integrity & Misconduct
	How your organisation follows the requirements for good research practice, including the process for reporting allegations of research misconduct and how these are dealt with at the organisation.
	

	Data Management and Cyber Security
	Managing access and security of research data and processes the organisation has in place to prevent cyber attacks. 
	

	Trusted Research
	Describe how standards of research are maintained within the organisation e.g. appropriate ethics preview, peer review, due diligence, conflicts of interest, and export control checks. 

	

	Environmental Sustainability
	Outline how your organisation outlines minimises the environmental impact of its activities and outputs, 
conserving resources, and promoting eco-friendly practices
	





3. Specific instances of risk 

	Have there been any allegations of fraud regarding research funding in the last 3 years?
	YES/NO

	If yes, please provide details of the amount concerned and the process which was followed. Please DO NOT provide details of the person concerned.




	Have there been any allegations of research misconduct against any member of staff at the organisation in the last 3 years?
	YES/NO

	If yes, please provide details of the issue and the process which was followed. Please DO NOT provide details of the person concerned.






4. Finance 

	Primary contact for financial queries and reports.  
	

	Please state what finance system your organisation uses to manage grants.
	

	Can this system provide transaction lists of all transactions charged to the project in a given period?
	

	Does your organisation have an Internal Audit Function?  If yes, please provide details of how internal audit is delivered and who it reports to in the organisation.
	

	Please provide copies of audited financial reports for the last three financial years or a link to the web page where they are published. 
If your organisation has been established for less than three years, please provide your most recent finalised financial reports
	

	Has your organisation been subjected to any internal/external audits on post award financial research management within the last three years? If not, when was the last time an internal or external audit was carried out, and by who?
	

	Does the organisation have a bank account, held in the organisation’s name, which can receive grant funds in GBP? If no, which currency/currencies are you able to transact in? 
	

	How does your organisation manage foreign currency exchange risks where the income is in a different currency than the expenditure?  
	

	Does your organisation need prior authorisation from another body or government in order to accept and/or disburse funds relating to research, innovation or teaching projects? 
If yes, please give details of the circumstances in which this is applicable, the process and timeline for authorisation.
	

	Please confirm if you have public liability insurance and to what value/limit.

	

	Please confirm if you have professional indemnity insurance and to what value/limit
	



5. Grant Administration

	Primary contact for grant administration
	

	Does your organisation have a team(s) that provide administrative support service to research projects? What services do they provide? E.g., finance monitoring, contract management etc.
	

	How is expenditure on externally funded projects monitored? This includes expenditure relating to staff, travel, equipment and materials purchasing, and invoices.
	

	Staff not working 100% of their time on projects should be able to evidence time spent and therefore charged to projects using e.g. timesheets.  Please state how your organisation manages this.
	

	How to you manage sub-contractors including provisions for ensuring their compliance with our funder requirements and terms and conditions?
Please provide an example of a recent sub-contract agreement in English or explicitly state if there are none currently.
Please describe the due diligence undertaken on sub-contractors to assess their ability to undertake the work required
	



6. Risk Statement

	Are there any risks Meningitis Research Foundation should be aware of that may prevent the project from being able to deliver its objectives?  
	YES/NO

	If yes, please provide details:





7. Declaration

The information provided in this questionnaire should be a true representation of your organisation and the person signing below should have authority to submit this information on behalf of your organisation.  The contents of this form will be recorded and retained by Meningitis Research Foundation for risk management and compliance. This information may be shared with staff, Trustees, professional advisors, partners, auditors, regulators, and funders as required in the performance and assurance of due diligence connected with the named project, in line with the Foundation’s Privacy Policy. 
To confirm the above please sign below.
Signed      …………………………………………………………………..
Date         …………………………………………………………………..
Position   …………………………………………………………………..
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