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FOREWARD 

The Office ofPrivateand Voluntary Cooperationin USAID's Bureaufor Humanitarian 
Response (BHR/PVC) is the focal pointfor private voluntary organization(PVO) relationships 
with the Agency. Since 1988, the annualForeign Assistance appropriati.bnlegislationhas 
containeda provisionstipulatingthat none of the funds appropriated may be made available to 
any PVO which is not registeredwith USA ID. Disasterassistancefunding andfunding through 
subgrants or contractsare not subject to this requirement. The ForeignAssistance Act extends 
the availabilityof certainresources toforeign, non-profit, voluntary agencies (i.e., Local 
P1JQs) on the basis that they also are registeredwith, and approvedby, USAID when no US. 
PVO is availableto provide the assistance. 

Registrationis a key element to the USAID andPVO partnership. To helpfacilitate the 
registrationprocess and clarirj the responsibilitiesof USAID/Washington (USAID/W) and 
Mission personnel, PVC has developed the LPIVO RegistrationProcedures. The procedures 
detail the life cycle of LPVO registrationwith USA ID and include step-by-step instructions. 

We hope you find these procedureshelpful and valuable. These proceduressupersede 
any previous instructionsand will continue untiljurhernotice. Please address any questions 
concerningthe LP VO RegistrationProceduresto: 

USAID Registrar 
BHR/P VC 
Room 708, SA-8 
Washington, D.C. 20523-0804 
TEL (703) 351-0207 
FAX (703) 351-0212 

http:appropriati.bn


TABLE OF CONTENTS 

OVERVIEW 	 1
 

INITIAL REGISTRATION 

USAID Mission Duties 	 5
 

BHR/PVC Duties 	 6
 

Exhibits 

A. 	 A.I.D. Handbook 3, Appendix 4C, Pages 4C-A-1
 
thru 4C-A-5 7
 

B. 	 Restriction in 1989 Appropriations
 
Act Regarding Registration of PVOs 13
 

C. 	 LPVO Documentation Review Form (DRF), Checklist 17
 
D. 	 LPVO Registration Procedure 21
 
E. 	 LPVO Standard Registration Form (SRF) 25
 
F. 	 LPVO Data Form 31
 
G. 	 Action Memorandum for the Director, BHR/PVC 33
 
H. 	 Certificate of Registration 35
 
1. 	 Memorandum to the USAID Mission Director 37
 

ANNUAL SUBMISSION 

BHR/PVC Duties 	 41
 

USAID Mission Duties 	 41
 

Exhibits 

J. 	 Annual Submissiori Schematic 43
 
K. 	 Annual Submission Checklist 45
 
L. 	 Annual Budget Format 47
 

TERMINATION OF REGISTRATION 

USAID Mission Duties 	 51
 

BHR/PVC Duties 	 51
 



OVERVIEW: THE LPVO REGISTRATION PROCESS 

INITIAL REGISTRATION 

The local private voluntary organization (LPVO) submits the documentation required by
the U.S. Agency for International Development (USAID) to establish its compliance with 
the eight conditions of registration. The LPVO submits this documentation directlyto local 
personnel at the USAID Mission. 

The USAID Mission PVO Officer and appropriate Mission staff review the documentation 
and complete the Standard Registration Form (SRF) provisionally registering the LPVO. 
(The SRF verifies that the documentation complies with the conditions required for 
registration.) The Officer then submits two copies of the SRF to USAID/Washington 
(USAID/W). 

The Office of Private and Voluntary Cooperation (PVC) in the Bureau for Humanitarian 
Response (BHR) of USAID/W thoroughly reviews the SRF. I' additional information is 
needed to prove compliance, PVC contacts the USAID Mission. 

The USAID Registrar submits a memorandum to the Director of BHRfPVC to obtain 
approval for the LPVO's registration. After receiving approval, PVC sends a memorandum 
to advise the Mission Director of the LPVO's registration. Accompanying the 
memorandum 1: the Mission Director are two Certificates of Registration with the LPVO's 
registration number and a copy of the SRF. 

ANNUAL SUBMISSION 

The registered LPVO must submit to the USAID Mission an annual submission package 
containing documentation demonstrating that it continues to meet the eight conditions of 
registration, if it is to maintain its registered status with USAID. The documentation 
includes financial statements, an operational budget, and an annual report. 

BHR/PVC suggests that the USAID Mission set a date, preferably six months after the 
LPVO's fiscal year-end, as the target date foi annual submissions. The six-month lag 
between the fiscal year end and the annual submission due-date allows the LPVO and its 
auditors time to prepare the financial statements. BHR/PVC also suggests that the USAID 
Mission allow a grace period of not more than one additional month for compliance with 
the submission requirements. 

The USAID/Mission reviews the amual submission packages as they arrive. The USAID 
Mission immediately advises BHR/PVC regarding the LPVOs that have or have not 
maintained their registration status. 



TERMINATION OF REGISTRATION 

When a LPVO fails to meet the submission requirements by not meeting one or more of 
the conditions or by not submitting the annual submission package, the USAID Mission 
should terminate the LPVO and notify BHR/PVC by cable immediately. 

The LPVO has the opportunity to reapply for admission to the Registry within 90 days after 
it has been removed. However, the LPVO must fulfill all of the documentation 
requirements for new applicants. 
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Procedures For Initial LPVO Registration. 

Inquiries regarding LPVO registration are directed to the USAID Mission within the 
LPVO's country. 

1. USAID MISSION DUTIES 

The USAID Mission PVO Officer (or other designee) provides the LPVO with 
conditions of eligibility and documentation requirements necessary for registration 
with USAID. These are listed in A.I.D. Handbook 3, Annex 1 to Appendix 4C-
A, (Exhibit A) and in State 356010 (Exhibit B). 

The USAID Mission receives the required documentation from the LPVO and uses 
the Documentation Review Form (DRF) (Exhibit C) to verify that the 
documentation is complete. 

The USAID Mission evaluates the documentation and the financial condition of the 
LPVO as instructed in State 402756 (Exhibit D) and determines whether the 
applicant should be provisionally registered after receiving clearances from all 
appropriate Mission Officers. 

The USAID Mission then submits two copies of the completed Standard 
Registration Form (SRF) (Exhibit E) arid one copy of the completed LPVO Data 
Form (Exhibit F) to BHR/PVC. The USAID Mission retains all of the supporting 
documentation. 

The USAID Mission assists BHR/PVC in answering any questions which BHR/PVC 
may have regarding the submitted SRF. 

The USAID Mission communicates to the LPVO the determination of BHR/PVC. 
If BHR/PVC registers the LPVO, the USAID Mission will forward the original 
Certificate of Registration which it receives from BHR/PVC to the LPVO and 
retain the Certificate copy and the approved SRF in its files. If BHR/PVC does 
not register the LPVO, the USAID Mission will send the LPVO a copy of the 
disapproved SRF with a brief explanation as to why the LPVO was not approved 
for registration with USAID. 

Note: Some exhibits were prepared before FVA was renamed BHR. 

7,~ :A"aU 1-":. * 



2. 	 BHR/PVC DUTIES 

BHR/PVC reviews the SRF submitted by the USAID Mission. 

BHR/PVC contacts the USAID Mission, not the LPVO, if additional information 
is needed to determine whether the LPVO meets the conditions of registration. 

If the LPVO is approved for registration with USAID, BHR/PVC: 

a. 	 Inputs the information from the LPVO Data Form into the Management 
Information System (MIS); 

b. 	 Prepares an Action Memorandum for the Director, BHR/PVC (Exhibit G); 

c. 	 Prepares a Certificate of Registration which includes the LPVO's newly 
assigned registration number (commonly referred to as a decode number) 
(Exhibit H); 

d. 	 Obtains a signature from the Director, BHR/PVC on the Action 
Memorandum indicating that the LPVO was approved for registration; 
obtains signatures from the Director, BHRiPVC on two copies of the SRF 
and on the Certificate of Registration; 

e. 	 Prepares a memorandum to the USAID Mission notifying it that the LPVO 
has been registered with USAID (Exhibit I); 

f. 	 Sends original and copy of the Certificate of Registration, a signed SRF, 
the signed BHR/PVC Action Memorandum, and notification memo to the 
USA.ID Mission; and 

g. 	 Retains one copy of the signed SRF in the respective country file at 
BHR/PVC. 

If the LPVO is not approved for registration with USAID, BHR/PVC returns the 
application to the USAID Mission. 
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AID HANDBOW 3, App 4C-A V:48Apri 20. 1984 4C-A-! 

ANNEX 1 TO APPENDIX 4C
 

ELIGIBILITY OF NON-U.S. PRIVATE AND VOLUNTARY AGENCIES
 
FOR PARTICIPATION IN AID-SUPPORTED PROGRAMS
 

1. Background:
 

As of October 1, 1977, any U.S. private voluntary
organization seeking either a project or program grant or
 
wishing to receive other forms of supportl/ administered
 
by the Agency for International Development authorized by

the Foreign Assistance Act and the Agricultural Trade and 
Development Act must be registered. AID has recently

revised and expanded the registration process for all U.S.
 
private and voluntary organizations seeking such support.

Under current legislative guidelines, this process is
 
conducted by A.I.D.
 

Amendments to the Foreign Assistance Act of 1961, as 
amended (FAA), and the Agricultural Trade Development and
 
Assistance Act of 1954, as amended (PL 480) 2/ have 
extended the availability of certain resources under those

Acts to foreign nonprofit voluntary agencies registered
with, and approved by, A.I.D. when no U.S. PVO is available
 
to provide the assistance. Section 607 of the FAA has been
amended to permit registered foreign PVOs to obtain 
services and commodities on a reimbursable and
 
advance-of-funds basis, and section 202(a) of P.L. 480 has
 
been amended to allow the furnishing of agricultural
commodities under Title II through registered foreign PVOs 
(including both third-country and indigenous PVOs). The 
amendments require that regulations be issued governing
registration with and approval by A.I.D. of foreign
non-profit voluntary agencies. Although the n'ew amendments 
*do not establish a legal requirement for registration'of

foreign PVOs as a condition for receipt, of other forms. of
assistance which they may otherwise be authorized to 
receive under the FAA or P.L. 480, as a matter of policy we
also intend to require certification of eligibility for all 
non-U.S. PVOc receiving grant assistance under Sections 
103, 104, 105 and 106 of the FAA. 

-1/
 
Frequently called "subventions" these include 

reimbursement of ocean freight shipping costs, grants of excess
 
U.S. Government property, and granta of Title II P.L. 480 
commodities.
 

2/.
 
Section 122 and 208 of the International Development and
 

Food Assistance Act of 1977, P.L. 95-88, 91 Stat. 53s, August

3, 1977.
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This document describes the process for registering non-U.S. 
voluntary agencies, including LDC host country institutions 
(sometimes referred to as "indigenous" PVOs), regional
institutions which operate in LDCs on one continent (Africa,
Asia, and Latin America), and other foreign, non-LDC (third 
country) and international institutions. 

AID recognizes that cultural and legal systems of other 
countries may, of necessity, require the application of 
different standards and requirements to determine the 
eligibility of voluntary agencies for participation in AID's 
programs. Local tradition and law may not give formal 
recognition to charitable or even not-for-profit organizations, 
even though in practice these may exist in a particular
 
country. Similar)y, uniform standards of accountability, 
financial management, or controls on voluntary giving may not 
yet exist. Determination of eligibility of non-U.S. PVOs will 
frequently depend on the informed judgment of the responsible
officers. Nonetheless, a number of basic principles can be 
applied in almost every setting.
 

II. Preliminary Considerations 

AID recognizes that "voluntarism" can take several forms, 
any one of which provides a reasonable basis for measuring 
the "voluntary" character of a particular organization. 
For example,
 

a group of persons voluntarily organized for some 
specific purpose may constitute a voluntary agency;
 

an organization which acquires its funds through

voluntary donations from the gencral public is a 
voluntary agency; 

an agency which draws upon "volunteer" services of the 
general public for. the. performance of some aspects of 
its activities may be a voluntary agency.
 

Regional Bureaus and USAIDs now make project grants (i.e.,

OPGs) to host country voluotary agencies. The same
 
standards that govern eligibility of U.S. agencies,
 
however, cannot be applied to non-U.S. PVOs. Therefore, a
 
special certification of eligibility for each non-U.S.
 
voluntary agency which receives AID support shall be
 
bstablished by each ?ission or Bureau as appropriate. PVOs
 
certified to be eligible for AID support will be determined
 
at three levels:
 

EXHIBIT A 8 
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a. 	 Host country voluntary agencies domiciled and 
operating in one country will be certified as eligible
by the principal AID officer in the country. If there 
is no AID Mission or office, a designated officer in 
the U.S. Embassy shall make the determination. 

b. 	 Regional voluntary agencies, that is agencies
 
operating in more than one country within a geographic 
bureau's jurisdiction, will be certified as eligible 
by the Assistant Administrator of that Bureau. 

c. 	 Foreign (third country) and internaticnal private and 
voluntary organizations will be determined eligible by
the Assistant Administrator of Food for Peace and 
Voluntary Assistance (FVA). 

.III. 	 Conditions of Eligibility of Non-U.S. Private and 
Voluntary Ocganizations 

To be eligible, a "voluntary" agency must be philanthropic
and/or public service oriented in purpose. It must also be 
nonprofit, nonpolitical, and nongovernmental. Excluded 
from eligibility are research organizations and 
universities, colleges, other similarly structured and 
accredited institutions of learning, and churches'or 
organizations engaged exclusively in religious activities. 
A prospective registrant should be able to demonstrate to 
the satisfaction of the reviewing officer that: 

a. 	 It is a legal entity organized under liws of the 
country in which it is domiciled. 

b. 	 It is a-privateT-non-governwent entity and receives
funds from private sources. 

c. 	 It is a voluntary organization, i.e., receives 

voluntary contributions of money, staff time or
in-kind support from the public. 

d. 	 It operates on a not-for-profit basis and has tax 
exemption under the laws of its country of 
domicile/operation, if such laws exist and are 
appropriate.
 

e. 	 It is engaged in voluntary charitable or development 
assistance operations of a nonreligious nature which 
are consistent with the purposes and objectives set 
forth in the Foreign Assistance Act or PL 480 and 
described in the application and supporting documents 
submitted to. the USAID, Regional Bureau, or FVA Bureau. 

EXHIBIT A 9 
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f. It prepares an annual financial statement and that 
this statement indicates the organization has the
 
financial resources to enable it to perform its normal
 
functions in the absence of AID support. 

g. 	 It is controlled by an active and responsible
 
governing body which maintains effective policy and 
administrative control, which meets at least annually 
and whose members serve without compensation; if paid
 
officers serve on the governing body they can not
 
constitute a majority in any decision. 

h. Under its own established priorities and programs, it 
obtains, expends, and distributes its funds and 
resources in conformity with accepted ethical
 
standards, without unreasonable cost for promotion, 
publicity, fund raising and administration. 

IV. Registration Documentation to be Furnished in Support of
 
Certification of Eligibility 

a. 	 Articles of incorporation, by-laws, constitution, or
 
other relevant documents which describe the purpose of
 
the organization, its methods of management, and scope
 
of program.
 

b. 	 Copy of statement of tax exemption, if available.
 

c. 	 Latest financial statement prepared by an independent
 
(chartered) accountant/auditor who can certify, in
 
accordance with gene:ally accepted accounting
 
principles, that the organization is financially 
viable. For international and their country 
organizations', these statements must be in English. 

d. 	 Current budget, detailing sources of income,
 
administrative (personnel and related overhead)
 
expenses, and program costs.
 

e. Annual report of program activities (within last year) 
or document of similar import.
 

f. 	 Names and addresses of members of Board of Directors; 
average number of times Board meets in a year. 

In the absence of these specific documents, the approving
 
officer should use his discretion in accepting substitutes
 
which provide the same or equivalent information. 

EXHIBIT A 10 
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To maintain the conditions of certification of eligibility,
organizations are required to supply the 
following

information materials annually within 180 days after the
 
close of their fiscal years:
 

a. 	 Annual financial statements, preferably audited,

including 
a statement of income and expenditures.
 

b. 	 Current operational year budget detailing sources of
income, administrative expenses and program costs.
 
This 	information could also be provided as 
part of annual
 
progress reports for ongoing projects.
 

V. Certification of Eligibility and Notification to AID/W
 

The prineipal AID officer or, where there is no AID
establishment, Embassy officer shall determine whether on

the basis of documents available and, taking into account

local law and practices, the host country organization

meets the conditions set out in Section III above.
 

The AID Mission/Embassy may wish to 
engage the services of
 
local legal counsel and accountant to assist in analyzing
the documents used as a basis for eligibility. The
 
procurement of legal services abroad will be in accordance
 
with Chapter 16, AID Handbook 23.
 

Each 	non-U.S. PVO certification will be reported by the

concerned bureau to 
the Office of Private Voluntary

Cooperation, FVA Bureau, for inclusion in the Registry of

non-U.S. PVOs. 
A one-page summary describing the non-U.S.
 
PVO and the documents revi.ewed by the certifying officer
 
shall accompany the notice of certification.
 

The funds obligated for each PVO shall be reported to
FVA/PVC at six month intervals, with a summary report not

less than 30 days after the ei d of each fiscal year.
 

EXHIBIT A 
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PIAMANII REGISTRATION. TIS WRI01N REPORT SAOULD AS COOPBATING 5P010R UvDIA SECTION 212 A Of P.L. m 

DESCRIBENOV IKE INOIGOouS PRO 3411Srl[S TN[SLu, OR PARTICIPATING IN Ta[ PvO MATCHING GRAXT, CHILD 

STANDARDO FOR I[GISTRLTIOA ANO PROVIDE A SURVIVAL, RNDM ASONPO PFOGAMS. 

JUSTIFICATION FOR ANY VARIATIONS FROM 1K(S0 

STANDAROS REQUIRED BY 1OCAL LAWS, CUMTOS, O B. A PRO. ALTHOUGH AOT STATED AS A D[FIAITION, 11-

PdAC'ICES. VIII ICGARO 10 PVO'S IN SOUTH AFRICA, CONDITIONS OF NEGISTAATION ICONOITIIOS I THROUGH S FOR 

IF THE t(GISIRATION PROCESS AS PRI[$[TLY STRUCTURED USPIOS, Rt C, AND 1EXT OF PARAGPAPX III THROUGH 

PROVES A OISINC[NIIVE TO M[ ; TICIPATIOW O PNO'S SUIPARAGIAPA E FOR FOREIGN PVOS. REf _; DESCRIBE THE 

ESSENTIAL CKAIACTERISTICS TRAT HAVE iEE USEO TO 

IN SOUTH AFRICA, IRE COMMITTE VOUID I[ AGREEABLE IDENTIFY A PVO FOR RANY YTM. UV NGO RUST NAVE EACH 

10 dISCUSSING PLILRAAIIVE PROCEDUROS WICH VOOL or TESE COARACTEIISTIV It ORDER 10 If A PVO.I THUS, 

PROTECT ITS CONCEINS AND STILL ALLOW 1RE PROGRAM TO UNTIL NOTIFIED O1NRIVISE A PVO IS D!7IR[O AS A PRIVATE 

CONTIUt. 'lIECOMMIT(1 WOULD LIKE 10 DISCUSS NONGOVERNMINTAL ORGANIZATION BUY NOT A UNIVERSITY, 
THESE ISSU(S WITH AID AS SOOX AS POSSIBLE S0 THAT COLLEGE, ACCEDIIC DEC[(R-GRANTIAS INSTITUTION OF 

MUTUALLY ACCEPTABLE PROCEDURES CAH 1E OEVLOPED OCR EDUCATION. PRIVATE ;OUNDATIO INSTITUTION NGAGED 

FISLAL YEAR IS19. UNQUOTE SOLELY IA ROSCARC OR SCIENTIFIC ACTIVITIES, A CHRRCH OR 

OTHER ORGANIZATION ENGAGED [1CLUSIVELY IN RELIGIOUS 

3. APPLICABILITY Or THE CEGISTRAIION R04IRI(MENT. TN[ ACTIVITY! WHlCA 

CLARIFICATION PROVIOD 1W IE SAC REPORT CONFIRMS THE 
UIOARCE R(GAAZING APPLICABILITY OF THIS REOUIREMENT 10 IS ORGANIZED UNDER 1KE LAWS OF A COUNTRY; 

LOCAL PAOS AS SET FORTH IN REFS A AN0 I AAD OXPAROS It 

SM[VNAT: RECEIVES FusOn riOn BRiTAiE SOLCES; 

A. RE6ISIRAIION IS REL(IR(O FOR ASSISTANCE FUNDING IS 4O1PROFIT VIIN APPROPRIATE TAX EXEMPT STATUS 
PROV 010 BY AID OIRECTLY TO A PLO TK1OUGH A GRANT OR IF TO LAWS Of THE COUNIRA GRANT SUCH STATUS LO 

COOPERATIVE AGOE[[E[T. INI! INCLUDES FUNDS FROM ANY NONPROFIT ORGANIZATIONS; 

ACCOUNT OF TA[ 1I11 APIrOPRIAT1$S ACT, EXCEPT THOSE FOR 

WHICH ASSISIANCI IS AUTHORIZED AOTVITNSlANCING ANY IS VOLUkTANY IA THAI IT RECEIVES VOLUNIANY 

PROVISION Of THIS OR ANY OTAPR ACT -- SUCR AS DISASTER CON1IIBUIDNI OF MONY, SAT1 TIRE, OR IN-KIAO SUPPORI 

4LI0(F UN1R SECTION 451 OF THE FAA. TK REGISTRATION FROM TAO PUBILIC; AND 

REQUIREET APPLIES TO INCREE(NTAL OIL1AI1OS 0AD0 TO 

(ISTING AGREEMENTS WITH FY 1930 FUNDS, BUT D0S NOT IS [IAG0D IN VOLUWIAFA CAAII1At*( OR 

APPLY TO FUNDS 0E1IGA:LD PRIOR 10 FTY 131 1,Lh IN(EDEVO OPMENI ASSISTD(:E ACTIVITIES, CITR TNA RELtGIOUS, 

REQUIRE [NT WAS riRsi EXACTED. CR AIICI1'ATS DOING ,SO. 

B. PVO' MUS1 I[ IIGISI[RED 10 Ef1[i,0LE Fog DIRECT 5. ULIFOi;rCOMDITLOS F0C fG! A *ID0. WE RAVE FOUND a' 

AEPT1 DIRECT GRANTS OR COOPfRAIIVf ACCEE[ENTS FROM -

AID IA ROOL'Ill[N 00ES NOT APPLI TO SuE4RATS FROM 14*1 THAIKE T111MIEOIRE0RNTS O CONDITIOPS FOR U' 

PVOS OR GOv[R1.ETAL OR NONGOVERNMENTAL ORMNIZAIIOXS REGITOAtIC OF LO:A. PVOS SET :R0011 IN REF D GENERALLY U' 
ERGO$) OR 10 FVNITING PROVIDED 10 PvCS INAO*,GP AIE UNIFORI ANO CC.'?ARBLE TC INDS[ FOR USPVOS. RIF C. i 

CONTRACTORS, SUC.O AS IN SOME PVO UIBRELLA PSCJECTS, IF ROTA AlE 00K(EIND TO OTAlIN ION1A3011DEMONSTRATING i 

FUNDING I! PROVIDED 1ROUGM IA CCIAC1OC '16FOCMSELECTS THAI T0 APPLICANT FOR EG14TRA-10, IS A RESPONSIBLE -

AND MONITORS TaO PO AND IS RESPON1SILE IC RID FOR THE ORGAWIZAI!Oh WHICH PROPERLY AC;,TS FO' TATI8(TUNIS 

USE OF FORDS 6I TN[ PVO. AVAILABE 10 11. JNY0 O" 1115 iAr! FEATURES ARE 

EXAAINED. II MORE OLPT, AS PART 0; TH PROCISS OFS 

C. A PLO N0D ROY 30 REGISTR(D 10 I (LIG:B;( FOR AVADIRO A SPECIFIC SUPPOAT 0%%'1 DIRECTLY TO A USP1O OR 

ASSISTANCE IN IRE FORM OF TECHNICAL CONSU,TAIT SARVIC[S LOCAL PUO. S00 NA%3OOA I, CHAPTER 4, PARAGRAPHS 40f' 

OR IRAINING AND 4F. 10 DIFFERCEOS 8!i13[[1 Toi R(IUIR(EMOTS AND i 

CONOITIOk. IN A(1 C AND REF 0, 10 A LARGE (TENl, AlEE 

D. I IS 101 NECESSARY FOg A PVO 0 If 3EC;ST(1ED IN CAUSED Il SEVERAL FACTS. FIRST, UVOS SOMETIMES REFER 

ORDER 10 BE ELIGIBLE AS A COATRACTOR OR SUOEOOIRACIO TO 1HEI R0GISTRAIION WIT" kill AS P1R7 OF TAEIR 

PROVIDING GOODS 0A SERVICES TO AID, A 1OS1 COUAIRY OR PROMOTIONAL AND FUOD-RAISIAG ACTIVIY IN TH UNITD( 
ANOIN(R PVO. STATES. AID ATTEMPTS 10 EASURE, IN(REFOR[, TRAT CERTAIN 

SPECIFIC KINOS OF PRACTICES ARE OESERVED BY 111 USPV0 

4. DEFINITION OF AN AGO AND A PRO. TA1R ISTRAIION AND INFOIrMAIION IS AVAILALI DIK 10 TH AGENCY AU H 

REOUIREIM0[1 APPLIES ONLY 10 THOS NGOS WHICH ALSO ARE UIIED STAT1S PUBLIC. SECONO, 111R0 HAS SEN A 

PVOS, I.E.. SAISFIES EACH OF T1 ELERNTS IN THE REQUIREMENT THAI USPYOS OTAIN AT LEASI 28 PERCENT OF 

THEIR FUNDS FOR OVERSEAS ACTIITIES FROM SOURCES 07MER 

DEFI1I1IO OF A PFO SET FORTH IN PARAGAPRN 6, 3ELOW. THAN THE GOVERNMIT. THE 1[GISTRATIOW PROCESS, 

INCLUDING ANAUAL REPORTS, 1US1 PROVIDE RELIABLE 

A. AN UGO I1E TERM 1G0 I. A ROAD1 CATEGORY AND FINANCIAL INFORMAIIOA 11C1 IS U410 BY AID TO DETRMIN[ 

INr'LUEOS 11 ONLY PROS BUT ALSO OTHER ORGANIZATIONS, VETAER TAO USPRO IS ELIGIBLE FOR SUPPORT UNDER THAT 

SUCH AS EDUCATIONAL DR RESEARCH INSTITUTIONS AID STATUTO A[GUIREENIT. TIRD, IN STAILISING 

PROFI1-MAING FIRMS. AN B1O WHICH IS NOT A PVO ARMAINS REGULATORY REOUIR(rFNIS FOR U.S. OGANIOA1IONS TO OBTAIN 
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A CERTAIN STATUSWIT TME GOVRNMENT, I.J., REGISTIATIOU 
IY AID, IT IS NECESSARY'OR TN[ GORVAIENNT TODESCRIIB 
ITSREQUIZ[H[ITS I DETAILAND AIIM SPECIFICITY, RAINER 

£103131 STATE 35611l 

APPROVALOf DISAPPROVAL,O1 PVC RAT DISAPPROVE 
REGISTRATION. 

191S 11ll £1031 

THANUSING VAGUEC1N4ACTERIZATIONS SUCH AS QUOIEE1HICAL 
STANOAROS UNUOIE, IN 01'11 TO AVAID ALLEGATIONS THAT AN 
EXERCISE Of JUDGMENTIS AIIRAI ANO CAPRICIOUS. 
FINALLY,IN( SP(CIIiCRIOUIRIMENTS IN REP C ARE iAS[OON 
AN AGENCYJUOGMfl ABOU7WHAT ISAPPROPRIATE UNDER 
CONCEPTS AND CIACUMSIAN'ES PREVAILING IN THC UNTLD 
STATES WIVICKARE NOT kLCISSARILtAPPROPRIATE AND MAY 
EVEN CONFLICT VITXTNCSE (VAILINGIN DEVELOPINC 
COUNTRIES WHENEAID FURNISHES ASSISTANCE TO INDIGENOUS 
PHOS. 

E. AFTER PVC'S RLVIW IS COMPLEEO, IT WILL RETURNOE 
COPY OF TME FORK AS ORIGINA!LV SUIMITTED OR AS REVISED 
BASEDON ADDITIONALINFORMATIONXECLIV[D FROM FIELD POST 
WITH THE SIGNATUREOF OAA/FVA/PVC ON THE APPROVALCA 
DISAPPROVAL LINE. THE SIGTO FON WILL CONSIITUTE1NT 
OFFICIAL AID DOCUMENTATION OF TH REGISTRATICw ACTION. 
SIGNEDCOPIESSHOULDRE RETAINEDBOTH BY PVC AND TN[ 
FIELDPOST. fVA/PVC WILL ISSUETHETI ORIGINAL ONE-PA'E 

i 

CERTIFICATES or REGI!TRAtION SIGNEDIY DAA/fVA/PVC WITH -
1. PROVISIONAL REGISTRATiON FyFIELO POStS. IN 
[tPONSE TO THE ALTERNATIV[S PROVIDED FARA 0 RIF 1, POST 

FIELD POSTS CHOSEOPTION3, PROVISIONAL RTGISTRATION ATPOST SUBJECT TO CONCURRENCE|Y PVA/PVC TO ENSURE UNIFORM 
APPLICAI1ON OF 1(4ISTRATION RTOUIREIETS. AS INOICATED 
IN THE SAC NEPOI OUOTEDPARA 2 AbOV, '.N[COMMITTEEALSO FOUND TXI! AiLTTNATIV(TO CE AN ACCEPTABLE 

IHE DESIGNATED REGISTRATION NUMBA 109 THE PHO. ONORIGINAL HILL1! RiTAINED 1H FVA/PVC,THE SECOND 
ORIGINAL |Y FIELDPOETAND THE THIRDIT THl P00O. 

F. INDIGENOUSPTV APPROVED IT 'VCVILL iE PLACED ON 
THE PVO REGISTRY. 

G. IF PVC DOTS HOT APPROVEPfRIMNtklNTGIlRiATION Or 

ACCOMMODATION $(TIlN THE PROBLEMS INVOLVED WITH 
REGISTRATION A THE CODMIITTEES INTEREST IN UNIFORN 
APPLICAIION OP kTGISINATION SIANOAROS. THUS, POSTS 
SHOULDPROCESS APPLICATIONS TON EGISTRATION As 
DESCRIBED INREF 0, TUCEPT PARAGRAPH V Of RF 0. YOU 
ALSO MAP FINDHELPFULIh THISAeSTCT TIN BOONLET, 
ENTITLED TE AID-PVC PARTNEASHIP VHICH HAS EEN 
PROVIDED 10 ALL POSTS. FIELOPOSTSVILL REVIEW 
DOCUMENTATION SUAM.1TED IV A LOCALAPPLICANT AND, IF 
WARRANTED, REGISIE IT AS A POV ON A PROVISIONAL BASIS. 

THE LOCALPVO, IA FITLD POST MAICOMPLETE OISLRISEOTNTOF FUNDS GRANIEDTO TNT LOCALPU0 WHILE IT WAS 
RECSTERED PROVISIONALLY,UT ITH LOCALPO WILL CEASE 
O1T (L IGIgIC FOR ANY FURTHER ASSISTANCEIN TH FORM OF 
GRANTFUNDINGDIR[CL FROMAID PvC WILL PROVIDETHE 
FIELDPOST VITH ITSSPEUIFIC REASONSFOR ROt APPROVING 
THE PVO'S P(EMkkfV!REGISTRATION THE FITLOPOST MAY 
LATERRESURVITITS R ULST FOR r RAEN REGISTRATION TO 
PVC WHEN IT HAS DMTAIMED ADDITIONALINFORMATION WHICH 
TNT FIELD POST BELIEVESADDRESSESTHE AEA!OS GIVEN BY 
PVC FOR NOT APPROVIN. ITS ORIGIMNNRECOVVENDATION TO 

#A 
-

-

m 
-

m 

A 

7. REVIEW OF FIELOPOST PRCVISIONALREGISTRATION AN 
PERARANLATR(GI:*AA'ION #I FIAPVC. FINAL APPROVALOF 
REGISTRAIION Of PVC1, INCLUDINGLOCAL AND OTHER FOREIGN 

REGISTER TNT PVO. IN[ FIELD POSTSNOULD NO' PROVIDEANYNTW ASSISTANCETO THISPVO, HOWEVER,UNTILPVC CONSIDERS 
THE NEW INOIAT|IONAhD APPROVESIEGISTRATIOP. 

PVIS, IS RIOELE[ATfC TO OAA,FVA/PVC. 
PROCESS WILLIE USE:tO& LOCALPVOS: 

THE FOLLOVING 7. ANN-ALREPORT. PVOS ART 'fOL':REDTO SUIHITANNUAL 
REPORTS INORDERTO M4INTAINTHEIRREGI!T"N(IOk STATUS. 

A. AFTER PlOvIIIkz. :;[ISIRAIIONOF A LOCALPVO, THE 
FIELD POST WILLP O DI.TAIIDORIPOLT TO FvA.'PVC Fot 
PVC'*SAPPRCVLvI%: 4T'-1STGIRTRAIIOOF IH LOCA 
PVO. TE EPOD; . L OESCIBE OV THE PVO SATISFIES TnT 
CONDITIONS FOR ETGSRAIOR SET FORTH IN REF 0 AND 
PROVIDEA JUSTIP:C.*IC$ FOR ANY VARIATIONS PROH THESE 
STANDARDS RfOt:ED I- LOCALLAW,CUSTOMS OR PRACTICES Of 
JUSTIFICATION 20R , DO*YMENIAIION ACCEPTED IV TH 

FIE O POST INLIEU Of THE OOCU MENTSDESCRIBED IN NEF D. 

SEE REF C, SECTION29'.3REGARDINGUSPVO: AN REF0PARAGRAPH IV FOR LOCALPVDS. AFTRRMEVEVING A LOCAL 
PVOD'AMNUALREPORT,IHE FIELDPC!: SHO1LEADVISE 
FVA,PVC, At CARLE, [TEhRTNTPVC S [G5:!IRA1ION SHOULD 
E CONTINUED,O WHETHERTHRL ARE P9ORLYrs THAT NEED TO 

RE ADDRESSED.DO WHETHERTH LOCALPHO S &TG:STNATIOK 
SHOULD B TEMINATED. fVA/PVC AYAT ITS DISCRETION, 
ASK FIELDPOSTSTO PROVIO AN EXPLANATIONOf THEIR 
OTCISIONS 10CONTINUEREGISTRATIONOP LOCAL vo. 

-

1. THIS REPO;'VILL I[ P9O"IDED IN A STAIISARDFORMVAT 
WHICHWILL BE SENT IT CARLE FROM PVC TO ALL POStS. 
OFFICERS SPOVICNO'( THA EACHDEPARTURE FROM A 
CONDITION OR I11 SLiD:':NG DOCU NTATION SHOULD 1E 
EXPLAINEO INIE C-EA'S SECTIONOF IHE REORT. WYEN 
THISAEPORT IS CO:i*.[TECAND SIGN[1T4t THE APPROPRIAI 
OFFICER AT POST,TNT LO:ALPAO IS PROVISIONALLY 
REGISTERED AND IS ELIGIRE TO RECEIVE ASSISTANCE 
DIRECTLY FRO AID. 

INSTANCESWHENEITHERIHE FIELDPOSTDR rVA'PVC TA V 
REFUM TO HEGISIE A LO:4 PVC,BECAUSEIT ODES NO ETME 
TH REGISIRATION CONDITIONS,RUT ITWOULD BE IkIE 
INIERESISOf TRE U.3 TO O(VELOPTAT LOCAL PrOS 
INSTIUTIG)AL CAPA|ILIT110 DUALIFTYFOR [GISTRATIOk. 
SECTION $41 Of TH ISLIAPPROPRIATIONSAT PROHIBITS A 
GRANTOF FUNDSDI[CTTLYRY AID TO THE PNO UNLESSIT I! 
REGISTERED. IF THISCCCUS, TW[ PVO VILL REMAIN 

-

-

C. T WO SIGNEDCOPIES OF THE REPORT SHOULD BE SENT TO 
FVA/PVC, A1TNTIH REGISTRATION OFFICER, WHERE I1 WILL 
It REVIEWED. ONE ORIGINALISF0 FVA/PVC S REGISTRATION 
FILES AND TNTOTNER SIGNED ORIGINAL15 FOR THE POST'S 
REGISTRATION FILE. O010 RIPEATNOT SEND ANY 
SUPPORTING DOCUIIWTATIOWSUBMITTED BY THE PRO O THE 
FIELD POST, SUCHAS ARTICLES OF INCORPORATION, FINANCIAL 
SIAIEVNTS, ETC. 

ELIGIBLEFOR SURGRANI, AS DISCUSSEDABOVE, ANDASSISTANCETAYREFURAISHEDINTHISWAY UNTILIT 
DEVELOPS THE CAPABILITYTO OUALIFYFOR OIRECTFUNDING 
FRO AI0 IFSUIGRANTSAR! HOT A TLALISTIC POSSIBILITY, 
FIELD POSTS MAY PROAIDETECHNICALASSISTANC[ INTN PORM 
TIFCONSULTING SRIIC[S INAN EFFolTTO DEVELOP TOE PYO'S 
CAPAILITV INORDERTO QUALIFYFDA REISTRATION; IT. 
THE FIELDPOSTMAY HIREA CONSULTANTTO VORAVITI THE 
PVO. PLEASEADVISEIf NEITHEROF THESEALTERNATIVES IS 

0. UPON REVIEW,PVC KAY APPROVEIHE POST'S PROVISIONAL 
RE61STIATION, AY REDUES ADDITIONAL INFORMATION BEFORE 

POSSIBLE,AND IT IS NECESSARY00 DESIRAILETO PROVIDE
FUNDING DIRECTLYTO THE UNRGISTENTD LOCAL PVO TO 
I PRRVC ITS QUALIFICATIONSAND 10 SUPPORTSOME 
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OPERATIONAL ACIIVITY. Ir 1HI$ PROBLEM IS VIDSPIEAO. 

lI01MIGHT COISIOR AOP1IN4 IWO O(VtLSOr 

11GISTA1 ION: NI(FOR FULL OPERATIONAL (tI4llL ITt A0 

I[ 011[1:'F ISIlOl 04A0 OEVELOPENI ANDMINOR, 

I.CI0E[IALOP-atION1L ACTIVITY. FIELD PC$ISAll 

00ouESI[O 10 PROVIDEYOUR VIEWS ABOUTVmtIE[tTIS VOULD 

IT NfC(S'AY 0 DSIR£SLE AND AOUT I[ KINDS Of 

£LISTRAIION [IC1011MENTSTHAI SHOULD BE SlISrlID AND 

ACTIVITIIS INA*SHOULD It SUPPORTCD AID0I IC P0O 

SI0lS1I[S TKE ROLUIREMIS FOR FULL REGIST|AIIOM AND 

DIRECTSUPPORtFROM AID. 

DEV 
CENTER 

I. FUiURE GUIDANCE. 11 MAY It NECESSARY 10 WETINE 

FURTHER THE DEFIITION Or A PVO A0101 TE CONDITIONS 

FOR 3[EI$S1A ION AND 10 CONSIDER VEIIHE[IWOLEVELS OF 

REQISIRATIOW IS USEFUL OR NECESSARY. AID/V WOULD 

APPRECIATE YOUR VIEVS ON THESE AD ANY DINERPOINTSYOU 

BELIEVEARE 01 CLEAR OR OPERAIIONAL. 

If. Of PARA40, All A, LOCAL PvO, l(GiSit(!o BY HELD 

POSTS IN rY 1£1 AR[ APPROVEO BY FVA/PPC, AD DOOCUMEHIS 

PROVIDED TO AID/V 'ILL BE RETURNED 10 TE FIELD. 

)I. SOUT1HAFRICA. COOMMEIS ON YOUR VICUS SE FO9IH IN 

P[IORIA 1146SWILL it SUBJECT Or SEPt[L. SHULTZ 

-

-

lr 

Z 

MZ 
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LPVO DOCUMENTATION REVIEW FORM (DRF) 
(For Mission and Office Internal Use Only) 

Instructions: Please check the documents you have reviewed to determine whether the 
applicant organization meets the conditions of registration. If a particular document is not 
submitted by the organization or is not applicable in the particular country, an explanation 
should be provided in the "Comments" section of the SRF. The documentation requirement for 
each condition is listed in the A.I.D. Handbook 3, Appendix 4C-A-4. 

CONDITION 1: Legal Entity 

Articles of Incorporation 
By-laws 
Statement of Original Purpose 
Other: 

Comments: 

CONDITION 2: Private Sources 

Statement of Revenue and Expenses 
Sources of Funds Listed 

Comments: 

CONDITION 3: Voluntary Contributions 

Annual Report (or similar document) 
Financial Statements 

Comments: 

EXHIBIT C 17 



CONDITION 4: Tax Exempt 

Statement of Tax-Exempt Status 
(or other relevant condition) 

Ccrments: 

CONDITION 5: Charitable or Development Activities 

Annual Report of Activities 
(or other narrative explanation) 

Comments: 

CONDITION 6: Sound Financial Management and Viability 

Financial Statements 
Current Budget 
Acceptable Accounting System (Y/N) 

Comments: 

CONDITION 7: Board 

List of Board Member Nanies 
Evidence that Board meetings have 

been conducted (e.g. Board 
minutes; other documentation, 
etc.) 

Comments: 
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CONDITION 8: Uses of Funds 

Financial Statements (to verify 
reasonable fund raising costs) 

Statement Listing Top 5 Salaries 

Comments: 

Please Note: In the absence of these specific documents, the certifying officer should use 
his/her discretion in accepting substitutes which provide the same or equivalent information, 
provided there is an explanation in the "Comments" section. 
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016 1 A -AI AII[A I TOAPPHDIX 4C * IL IGtIILITY Or NOW-U.S. PVO$.
 

.......................... ... .....................................
 

MC $/8II1Z 

.................................................................. 


INTO jJL/ill AT l I. JUSTIFICATION:
 

TT QU01TEJUSTIFICATION UNOUOTESECTION UNDE11(RCA
 

ORIGIN C;;ICE PVC-i2 CONDITION FOR ITGIS,3I|IO NIN INEMIND TO PROVIDEA
 
I01O AFEA-a) ArsA-|i *11w-I4 AICW-13 AF.P-l AFCO-S! AAT-12 JUSTIFICATION FOR AWY vAg;ATITAFROM IRE CONOITIONS
 

AkSA-3 rAA-I) ANAA-Il LADP-I1 LACC-I1 lAWt-I2 LACA-RO RIUIIED I" LOCAL LAW, CUSTOMS OR PRACTICES. LACK
 
PP1l I-I CC-Il FVA-l AhME-13 A112AkI-IL- CS-I DEPARTURE FRO A CONDITION OR ITS SoPPORIIKG
 
PR[-1b AAPr-Fl ILC-1I STOP-l1 S[Tk-I IGII-1R GCAD-I) DOCUOLMIATION SHOULD H EPLAIV[D IN THIS SECTION.
 
FI-I; SCOP-I S[CS-I RELC-I AMA'-Il TILT-ll
 
/112 AI A. IAE rOxMAT FOR TNT LPVOSTANOAIDAEGISTRAIIO FORM
 

.................................................................. 
 ism, REFERRED 10 IN Ir[ A PARA I1 AS TAT QUOTIREPORT
 
INF LOG 1 Ul-I1 RI-IA 10-IT WEI-I4 Art-to [AP-Al UNOUOTT,fOLLOvs:
 

/0)3I
 

(PAGEII 
DIATCO iT:AIDIFVA/PVC:[TDOlEIIGTI:[T:II5P 

APPIOVID IV: AIO/iVAiPVC:LIAAHNRA LOCALPVO S1ANDARD 11GI1TRATIO FORn im 
AIO.'FAiPVC:KPOC ITAITI AI(ADRAFPTPP:ADA|[A (RAFTI 
AIDOAAC/DP:SADLItL cloAT) AIS'AvE/TIl'MA 4AT lrTl OPENIINGSTAT|MIAT: 
AIDI/C/CP:STISA ITDAiT) AT:CT€SGJOE USAII/ ------------- HAS PAOVISIOWAIT I[GISTTRO A 

..................--|I24R l1A02Z /33 LOCAL, PRIYATE, ANO VOLUATARY DAGANI!AIIOA AND IATADS 
SII714Z DGA 1i(x TO FUND TH ORGANIZAIION IN TAT 01*ERFUTUN. 1I4 
FM SECSTATTVASAOC I(COGNIZE TAIT If AtIDV DOS NOT APPROVETAE 
TO AID VORkDVIDE JlGISIATIOW ACTION FUTUREFUNDING Or NEW ACTIVITI[ -

VILL OT It P[RITTTD. CONTINOUEFUNDING 01 ON0IG 
UNCLAS STAT 412156 ACTIVITIES WILL It PI(IIT[O PIOVIDED TAAT THE INITIAL 

AUITOWI'ATION LEVTL IS NOT EXC[TDTD. TWO COPIES OF TIS-
IDAC lFOAnVILL |E MAILED TO TAT REGISTRATION Or|ICit, 

rVA/PVC/IPS, ROOM 329 SA-A, WASHINGTON, D.C. 2123. 
.0 1 1S3: /A FVA/PVCWILL ITVIEW TAIS PROVISIONAL APPLICATION AND 
TAGS- RTTURA A SIGNED COPY WITH ITS FIWALD[T[AINATIO TO TN-

SUIJ[CT; LOCALPlO REGISTRATION PROCEOURE 
ITSPLCTIAVMISSION. 

RIr.: IA STATT3S111 

I. AS STATIC INRir A PaA )oI, VA/PVC HAS DEVELOPEDA 
rO0 USAID0 ARETOCOMPLETEIN UDR TOICI!*El ICISTRIION CtoIIrICAT'OA 
IN:,41N.JS ORGANIZATIONS OH A PERIIIATT BASIS. IWO 
SIGAiO COPIEScr tAT FORM All TO It POUCED TOFVh:PVC NAMEOF LPVO: 
IA U3011 FO0 A LPVO TO It RCITCVD lCr PERMANIT ADDAESS:
 
ECISTIAITOK STATUS. A! S1ATE IIl!F A, U!iDS MAY
 
FUN: TAT ORGANIZATION WRILT C(COGCI::AG TWAT IF AIDW COUNTRY:
 
DOE' NO' APPOVE IN R[GISIRA*ITH AC"IOM,FL C rUADIAA PRINCIPALLIVO CONTAC103 CEO:
 
I* %IV ACTIIIITS VIL NOt IC PERMITTED. COItINU D TITI:
 
rUk:;HL OF MCV ACTIVITIES .IIL It P{r.I O P;OVIO(O--- ..........................................................
 
7KAT01 INITIALAUTHORIZATIda LEVEL :A NOT TICTD0D.
 
FVAIPYC VILLREVIEV THIS PROVISIOUAL l[GISIRATIOA AND USAII PROVIjICAAL R[GISTIATION ACTION:
 
317111 A S IGNEDCOPY UlIb ITS FINAL DTTC1lkLIO.0 TN(
 
RESPECTIVCUSAID. NO ADOITIONAL O $ -PPOIII I NAE REVIEWEDALL IA NECtSSAIY DOCtL'AIs or
 
OOIIMINTATION SNOULO ElAILED TO fVA/PVC, -- ........................................... AN: NAVE
UN --
R(0E11SED. DTIEIMITO TAI THE OCGINITAIITH MICTS TAT CONDITIONS O1 
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LOCAL PVO STANDARD REGISTRATION FORM (SRF) 

OPENING STATEMENT: 

USAID/ has provisionally registered a local private voluntary 
organization and intends to fund the organization in the near future. We recognize that if 
USAID/W does not approve the registration action future funding of new activities will not be 
permitted. Continued funding of ongoing activities will be permitted provided that the initial 
authorization level is not exceeded. Two copies of this form will be mailed to the Registrar,
BHR/PVC/IPS, 7th Floor, SA-8, Washington, DC 20523-0804. BHR/PVC will review this 
provisional application and return a signed copy with its final determination to the respective 
mission. 

REGISTRATION CERTIFICATION: 

Name of LPVO: 

Address: 

Country: 

LPVO contact or CEO: 

Title: 

USAID PROVISIONAL REGISTRATION ACTION: 

I have reviewed all the necessary documents of and have determined 
that the organization meets the conditions of registration as outlined in A.I.D. Handbook 3, 
Appendix 4C-A as further documented herein. These documents will be retained at the Mission 
and made available upon request. 

Signature of Certifying Officer Date 

Mission Director
 
Title
 

BHR/PVC DETERMINATION: 

Name of Offical Approval Disaproval 

Director, BHR/PVC 
Title Date 
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REGISTRATION CONDITIONS 
AND SUPPORTING DOCUMENTATION ANALYSIS* 

CONDITION 1: 

The LPVO is a legal entity organized under the laws of the host country and is philanthropic 
and/or public service oriented in purpose. It is not a research organization, private foundation, 
university, college, or other similarly structured and degree-awarding, accredited institution of 
learning, nor is it a church or organization engaged in exclusively religious activities. 

Comments: 

Justification: 

CONDITION 2: 

The LPVO is a private, nongovernment entity which receives funds from private sources (all 

non-host country government funds) in the amount of (US $ equivalent). 

Local U.S. 
Sources of Funds: Currency Equivalent Percentage 

Private contributions 
Private grants 
Revenue 
U.S. Government 
Other Government 
Other 

% 
% 
% 
% 
% 
% 

Total Revenue 100% 

Comments: 

Justification: 

* This SRF is for formatting only; space provided can be enlarged to accommodate appropriate information. 
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CONDITION 3: 

The LPVO is a voluntary organization, receiving voluntary contributions of money, staff time 
or in-kind support from the general public. 

Comments: 

Justification: 

CONDITION 4: 

The LPVO is a nonprofit organization with tax-exempt status under its country's tax laws, if 
they exist and are appropriate. 

Comments: 

Justification: 

CONDITION 5: 

The LPVO is engaged in voluntary charitable or development assistance operations of a type 
consistent with its Articles of Incorporation, and within the broad purposes of the Foreign 
Assistance Act and P.L. 480. Include a brief description of purpose and activities below with 
any further comments. 

Comments: 

Justification: 
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CONDITION 6: 

The LPVO has an acceptable system to account for the receipt and expenditure of US funds and 
prepares an annual financial statement that is an accurate and fair representation of the 
organization's financial position indicating that it has the financial resources to enable it to 
perform its normal functions in the absence of USAID support. 

Comments: 
Note: Comments should include abrief analysis of relevant financial statistics, such as assets, liabilities, revenues, 
cash on hand, etc., sufficient to substantiate a determination of financial viability. 

Justification: 

Local U.S. 
Sources of Funds: Currency Equivalent 

Cash on Hand $ $ 
Total Assets 
Total Liabilities 
Total Fund Balance 
Total Support & Revenue 
Total Expenses 
Excess <Deficiency> 

CONDITION 7: 

The LPVO is controlled by an active and responsible governing body which maintains effective 
policy and administrative control, which meets at least annually and whose members serve 
without compensation; if paid officers serve on the governing body, they cannot constitute a 
majority in any decision. 

Comments: 

Justification: 
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CONDITION 8: 

The LPVO, under its own established priorities and programs, obtains, expends, and distributes 
its funds and resources in conformity with accepted ethical standards, without unreasonable cost 
for promotion, publicity, fund raising and administration. BHR/PVC generally considers such 
costs in excess of 25 percent to be unreasonable. Justification for such costs exceeding 25 
nat,-' 'an be submitted and will be considered by USAID/W. However, apn!icants with such 
costs exceeding 50 percent will generally not be considered without submission of a very strong 
justification. 

Comments: 

Justification: 

Expenses 
Local 

Currency 
U.S. 

Equivalent Percentage 

Program Costs 
Supporting Services Costs 
Promotion 
Publicity 
Fund-raising 
Administration 

$ $ 

.__% 

% 

% 
% 

% 

Total Expenses 100% 

Supporting services as a percentage of total expenses %
 
Note: This percentage is determined by adding promotion, publicity, fund-raising, and administration
 
expenses and then dividing that total by the total expenses. The amounts for promotion, publicity, fund
raising, and administration should only pertain to the expenses reported in the annual financial staterent.
 
The same holds true for total expenses.
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LPVO DATA FORM 

PVC compiles its LPVO Registry with information from this form. Therefore, submit 
this form to PVC: (1) every time you submit a SRF for a new LPVO, (2) every time you 
receive changes for a registered LPVO, and (3) every time you remove a LPVO from the 
Registry. To include LPVO information in the annual Local PVO Executive Contact List, send 
these forms to PVC no later than August 31st. 

Special Instructions: Be sure that the LPVO information conforms to the parameters set below. 
Reserve the third address line for City/Province/Country/Zip. Enter the country twice: once as 
part of the address and again as the Host Country. Verify that the first four lines could be used 
as a mailing label. Remove a LPVO from the Registry by completing liues 1, 11, 13 and by 
writing "Delete" on line 2. 

1.
 
(LPVO Name - IN ENGLISH - 90 characters)
 

2. 
(Address I - 60 characters) 

3. 
(Address 2- 60 characters) 

4.
(Address 3 - City/Province/Country/ZIP - 60 characters) 

5. 
(Host Country - 30 characters) 

6.
 
(Local Point of Contact and Title - 50 characters)
 

7. 
(Country Code/City Code/Telephone - include international long distance codes - 35 characters) 

(Country Code/City Code/Telefax - incl-'te international long distance codes - 35 characters) 

9. 
(Alias 1, i.e., foreign spelling, acronym, or former name - 70 characters) 

10. 
(Alias 2 - 70 characters) 

11. 	 L 
(Decode - 5 characters - USAID/W will assign re: New LPVO) 

12. / /19 
(Registration Date - 8 characters - USAID/W will assign re: New LPVO) 

13. / /19 
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ACTION MEMORANDUM FOR THE DIRECTOR, BHR/PVC
 

THRU: BHR/PVC/IPS, Chief
 

FROM: BHR/PVC/IPS, Registrar
 

SUBJECT: Local PVO Standard Registration Form Received from the
 
USAID Mission/ (Country Name) 

Problem: To approve and endorse the registration of (organization 
Name), a local PVO (LPVO) submitted by the USAID Mission/ (country 
Name).
 

Discussion: Section 541 of the 1989 Appropriations Act states
 
that USAID Missions may provisionally register LPVOs in
 
accordance with the Conditions of Registration for non-U.S. PVOs.
 
To do so, USAID Missions must submit two copies of the Standard
 
Registration Form (SRF) to BHR/PVC for review and permanent
 
approval. The SRF describes how the indigenous PVO satisfies the
 
conditions for registration and provides a justification for any
 
variations from these conditions required by local laws, customs,
 
or practices.
 

We have examined the provisional registration of
 
(organizationName), a local PVO submitted by the USAID 
Mission/(Country Name), and have determined that the organization 
satisfies all eight conditions of registration for LPVOs. The 
LPVO is engaged in (Brief description of LPVO's activities) . 

Recommendation: That you approve the permanent registration of 
(organization Name) and sign two copies of the LPVO Standard 
Registration Form, and sign three copies of the Certificate of
 
Local PVO Registration.
 

APPROVED:
 

DISAPPROVED:
 

DATE:
 

Attachments: a/s
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Certificate of Registration
 

THE U.S. AGENCY FOR INTERNATIONAL DEVELOPMENT
 
CERTIFICATE OF REGISTRATION
 

IS AWARDED TO
 
m 

Which on this day, became certified as a registered indigenous Private
 
Voluntary Organization, having qualified for and accepted voluntary registration
 

pursuant to Part 203, Registration of Agencies for Voluntary Foreign Aid
 
of Title 22, Code of Federal Regulations.
 

Registration Director 
No. Bureaufor HumanitarianResponse 

Office ofPrivate and Voluntary Cooperation 
CJ] 

**(Aid Cart. [A] 8,11 



MEMORANDUM
 

TO: (Name of Current Director), Director 
USAID Mission/(Country Name) 

FROM: Registrar, BHR/PVC/TPS 

SUBJECT: Local PVO Registration of (Organization Name) 

BHR/PVC has received the provisional registration action for
 
(Organization Name), a local PVO, submitted by the USAID
 
Mission/(Country Name). Following a review of the Standard
 
Registration Form (SRF), we have determined that (Organization
 
Name) satisfies all the conditions of registration for non-U.S.
 
PVOs set out in A.I.D. Handbook 3, Appendix 4C-A.
 

We are returning a signed copy of the SRF and two copies of
 
the LPVO Certificate of Registration. Please retain the SRF and
 
one copy of the Certificate for your files and deliver the other
 
Certificate to the LPVO.
 

The information provided in the LPVO Data Form will be
 
included in the registry of non-U.S. PVOs currently on file in
 
this office.
 

Attachments: a/s
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ANNUAL SUBMISSION
 



Procedures For Annual LPVO Submission 

BHR/PVC DUTIES 

BHR/PVC notifies the USAID Mission of the legislation that requires annual 
submission by each LPVO. 

BHR/PVC sends the USAID Mission a package that includes at a minimum two 
publications: the Local PVO Executive Contact List printed in October and the 
Report of American Voluntary Agencies Engaged in Overseas Relief and 
Development Registered With the U.S. Agency for International Development 
(VolAg Report) printed in January. 

BHR/PVC assists the USAID Mission by including three documents which aid in 
the annual submission process: the Annual Submission Schematic (Exhibit J); the 
Annual Submission Checklist (Exhibit K); and the Annual Budget Format (Exhibit 
L). These documents may be reproduced and retained for future use. The Annual 
Submission Schematic outlines the dates that LPVO submissions are due. The 
Annual Submission Checklist and the Annual Budget Format assist the LPVOs with 
the submission process. 

2. USAID MISSION DUTIES 

The USAID Mission uses the Annual Submission Schematic (Exhibit J) to determine 
the fiscal year of the materials due from a LPVO. LPVOs are given six months to 
prepare the annual submission. The six months allows them adequate time for an 
audit of their financial statements. 

The USAID Mission reminds the LPVOs of the annual submission requirements 
necessary to maintain their registered status with USAID (Exhibit A, page 10), 
within 30 days after the LPVO's fiscal year-end. The Annual Submission Checklist 
(Exhibit K), specifies the documents required for annual submission and should be 
forwarded to the LPVO. 

The USAID Mission supplies the LPVO an Annual Budget Format (Exhibit L), 
for inclusion in their annual submission. 

The USAID Mission reviews the annual submission of each LPVO registered with 
the USAID Mission and certifies that the LPVO continues to comply with the 
conditions of registration. 
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If a LPVO fails to submit its annual submission materials, the USAID Mission 
must remove the LPVO, inform BHR/PVC by cable of the removal, and submit a 
LPVO Data Form (Exhibit F) that deletes the LPVO from the Registry. 

If a LPVO continues to comply with the conditions of registration, the USAID 
Mission notifies BHR/PVC by cable. 

Before August 31 st, the USAID Mission submits LPVO Data Forms for each LPVO 
with address or telephone number changes, contact changes, or name changes. 

NOTE: The LPVO Decode number must be included in all correspondence. 
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1994
 

ANNUAL SUBMISSION
 

SCHEMATIC
 

This schematic uses the LPVO's fiscal year end to determine: 
(1) the LPVO's annual submission deadline and (2) the fiscal year for the supporting documents 
in the annual submission package. 

LPVO Annual Fiscal Year For 
Fiscal Submission Fin. Statements Fiscal Year 
Year End Deadline & Annual Report For Budget 

12/31/93 6/30/94 1/01/93 - 12/31/93 1/01/94 - 12/31/94 

1/31/94 7/31/94 2/01/93 - 1/31/94 2/01/94 - 1/31/95 

2/28/94 8/31/94 3/01/93 - 2/28/94 3/01/94- 2/28/95 

3/31/94 9/30/94 4/01/93 - 3/31/94 4/01/94- 3/31/95 

4/30/94 10/31/94 5/01/93- 4/30/94 5/01/94- 4/30/95 

5/31/94 11/30/94 6/01/93 - 5/31/94 6/01/94- 5/31/95 

6/30/94 12/31/94 7/01/93 - 6/30/94 7/01/94- 6/30/95 

7/31/94 1/31/95 8/01/93 - 7/31/94 8/01/94- 7/31/95 

8/31/94 2/28/95 9/01/93- 8/31/94 9/01/94- 8/31/95 

9/30/94 3/31/95 10/01/93 - 9/30/94 10/01/94 - 9/30/95 

10/31/94 4/30/95 11/01/93 - 10/31/94 11/01/94 - 10/31/95 

11/30/94 5/31/95 12/01/93 - 11/30/94 12/01/94 - 11/30/95 

12/31/94 6/30/95 1/01/94 - 12/31/94 1/01/95 - 12/31/95 
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ANNUAL SUBMISSION CHECKLIST
 

FOR LPVOS
 

To maintain annual registration with USAID, LPVOs must submit the following materials within 
180 days after the close of their fiscal year. 

1. 	 Annual financial statements, preferable audited, including a statement of income 
and expenditures. The statements must be written in English, and the figures 
must be converted to U.S. dollars. 

2. 	 Annual budget (on USAID's Annual Budget Format) detailing sources of income, 
administrative expenses, and overseas program costs. The statements must be 
written in English, and the figures must be converted to U.S. dollars. This budget 
is for the year subsequent to the one covered by the audit. 

3. 	 Most recent annual report or similar document written in English. A typewritten 
narrative report containing information regarding program activities during the 
previous year will suffice. 
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ANNUAL BUDGET
 
FOR PERIOD FOLLOWING THE FISCAL YEAR OF AUDIT
 

(REQUIRED USAID FORMAT FOR NON-U.S. PVOS)
 

PeriodOrganization Name: rio: To:
 

SUPPORT & REVENUE
 

Private Contributions, Grants & Contracts
 

(Individuals. Corporations, Foundations) 
 $ 

Donated Services
 

Donated Goods, Supplie;, Equipment
 

Private Revenue (Interest, Dividends, Fees, etc.)
 

International Organizations Support (i.e. World Bank, UNDP, UNICEF, EEC) 

Other 

(please descrboe) 

Total Private 

NON-U.S. GOVERNMENT 

Funds received from your government 

U.S. 	GOVERNMENT (USAID) 
USAID Grants 

USAID Contracts 

USAID Donated Goods/Services,
 

USAID Other_
 
(please descnbe)
 

Total U.S. Government - USAID
 

U.S. GOVERNMENT (NON USAID) 
U.S. 	 Government Grants
 

(specify U.S. agency)
 

U.S. 	Government Contracts
 
(specily U.S. agency)
 

U .S . Go vernme nt Dona ted Goods/S erv ices ( sp ecify U .S ._agency)
 
(speedty U.S . agency)
 

Other
 
(specily U.S. agency)
 

Total U.S. Government - NON USAID 

OTHER GOVERNMENT 

Funds received from other governments for which you provide in-country 
programs
 

(specify government or attach separate sheet if funds received
 
from more than one government)
 

TOTAL SUPPORT & REVENUE $ 
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ANNUAL BUDGET
 
(page 2) 

EXPENDITURES 

PROGRAM EXPENDITURES 

D*mcsti Programs
 
(Program. conducted within your country) $
 

Inrmational Programs
 
(Programs conducted outside your country or costs that
 
benefited international programs)
 

Total Program Expenditures 

SUPPORTING SERVICES 

Administrative and Management 

Publicity and Fund-raising 

Total Supporting Services 

TOTAL EXPENDITURES 

EXCESS <DEFICIENCY> OF 
SUPPORT AND REVENUE OVER EXPENDITURES $ 

Signature of Preparer 

Title 

Telephone 

Telcfax 
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TERMINATION OF
 

REGISTRATION
 



Procedures For Termination of LPVO Registration
 

1. USAID MISSION DUTIES
 

The USAID Mission should remove a LPVO from the Registry if, at any point, the 
LPVO fails to meet the submission requirements by not meeting one or more of 
the conditions or by not submitting the annual submission package. The USAID 
Mission should inform the LPVO of its removal from the Registry. 

The USAID Mission should notify BHR/PVC by cable immediately upon the 
termination of a LPVO. This notification must include the LPVO's decode number. 
The LPVO has the opportunity to reapply for admission to the Registry 90 days after 
it has been removed. However, the LPVO must resubmit all of the documentation 
required for initial registration. 

The USAID Mission should also submit to BHR/PVC a LPVO Data Form to update 
the Registry with the LPVOs removed from the system. 

2. 	 BHR/PVC DUTIES 

* 	 BHR/P'V'C receives the LPVO Data Form and updates the PVO/MIS (database) as 
each form is submitted. 
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