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	Checklist for agency


For project staff:

Do you provide the following information to beneficiaries and their representatives?

For beneficiary representatives:

Do you receive the following information from NGO representatives?
	
	Basic information
	Yes
	No

	1
	Background information about the NGO
	
	

	2
	Details of the specific project
	
	

	3
	Project contact information
	
	

	
	Reports on programme implementation
	
	

	4
	Regular reports on project performance
	
	

	5
	Regular financial reports
	
	

	6
	Information about significant changes
	
	

	
	Opportunities for involvement
	
	

	7
	Dates and locations of key participation events
	
	

	8
	Specific contact details for making comments or suggestions
	
	

	9
	Details of how to make complaints about the NGO’s activities
	
	


Source:  Alex Jacobs, Accountability to Beneficiaries: A Practical Checklist, 

draft 21.11.05 (adapted), Mango for Oxfam GB.
Taken from The Good Enough Guide, page 32
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The Good Enough Guide Training Module

www.ecbproject.org/the-good-enough-guide
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