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Checklist Institution 
Use 
These criteria will enable you to assess the suitability of an institution to be responsible for a 
project. The checklist might point out gaps or show up the areas where improvement is needed 
or where difficulties could be expected.  

 Criteria 

1. Institutional and topical relevance  
 -- - + ++ 

The project is relevant within the context of the institution ❏ ❏ ❏ ❏ 
Professional reputation of the institution in the relevant area of ex-
pertise 

❏ ❏ ❏ ❏ 

Professional reputation of key-persons in the relevant area of exper-
tise  

❏ ❏ ❏ ❏ 

Support for the project by the institution’s directors and managers  ❏ ❏ ❏ ❏ 
Availability of professional support for technical and methodologi-
cal questions 

❏ ❏ ❏ ❏ 

2. Resources 
 -- - + ++ 

The institution contributes to the financing of the project ❏ ❏ ❏ ❏ 
The institution puts other resources at the disposal of the project ❏ ❏ ❏ ❏ 

3. Infrastructure 
 -- - + ++ 

Working space and rooms (office, meeting rooms, archives) ❏ ❏ ❏ ❏ 
Office furniture and office equipment  ❏ ❏ ❏ ❏ 
Technical equipment (computers, photocopiers, audiovisual 
equipment)  

❏ ❏ ❏ ❏ 

Other structures and amenities (cafeteria, etc.) ❏ ❏ ❏ ❏ 
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4. Institutional culture 
 -- - + ++ 

Work atmosphere and collaboration ❏ ❏ ❏ ❏ 
Transparent ways of decision-making and clear hierarchy of defini-
tion and interpretation processes  

❏ ❏ ❏ ❏ 

Employees’ right to be consulted ❏ ❏ ❏ ❏ 
Sensitivity for gender questions (attribution of executive positions, 
competences, responsibilities, privileges)  

❏ ❏ ❏ ❏ 

Level of expectation ❏ ❏ ❏ ❏ 

5. Organization of the institution 
 -- - + ++ 

Quality management ❏ ❏ ❏ ❏ 
Accessibility of information ❏ ❏ ❏ ❏ 
Transparent and fair salary system ❏ ❏ ❏ ❏ 
Transparent expenses system (telephones, fax, and postal charges) ❏ ❏ ❏ ❏ 

6. Conditions of employment 
 -- - + ++ 

Duties of the institution that are not to do with a particular project  ❏ ❏ ❏ ❏ 
Support for collaborators’ further training  ❏ ❏ ❏ ❏ 
Flexible working-time ❏ ❏ ❏ ❏ 
Possibility of part-time work ❏ ❏ ❏ ❏ 
Perspectives for future work (after the project ends) ❏ ❏ ❏ ❏ 
     
 


