How  to Complete USAID’s Partner Information Form (PIF)
Note: All fields marked with * are required fields.  When submitting a vetting request, if required fields are not completed, vetting requests will be rejected. An email from the Vetting Support Unit (VSU) will be sent asking for the required information and clarity on any discrepancies in order to process. 
Part 1: Information About Proposed Activities
1: Name of the prime contractor, grantee or recipient proposing the award or other assistance
· Provide the name of the Organization or Individual (as applicable) that is the named   Prime awardee or applicant to a USAID solicitation award. 
· Provide the name of the award activity
· Provide the Award or Solicitation (SOL) number
· Example 1 (Prime Awardee): Company X – Example Pakistan Activity - AID-391-C-XX-XXXXXX
· Example 2 (Applicant): Company Y – SOL-391-XX-XXXXXX
1.a: Name of Parent Company (if any)*: 
· If the Awardee, Applicant or proposed Subawardee is a branch or subsidiary, provide the name of the Parent organization.
· If a Parent Company exists, a separate Partner Information Form (PIF) is required.
1.b: Company website URL*: 
· Provide the website of the Parent organization, if applicable
2: Type of proposed award or other assistance*
· Check the appropriate box for which type of award or assistance is being proposed:Contract/subcontract, Grant/Subgrant, Training, Equipment, Other
· Training: If the proposed award/activity is for training, provide the type of training (educational, vocational, etc) in Box 4 “Purpose of proposed award or assistance”.
· Other: Provide details to explain what “Other” is in Box 4 “Purpose of proposed award or assistance”.
3. US $ amount and estimated start/end date of proposed award or assistance*:
· Amount: Provide the estimated amount of the proposed award or assistance at the time of submitting your vetting request.
· Start/End Dates: Provide the estimated start/end dates of the proposed award or assistance. 
· At any time, if the amount of the award or start/end dates change, Awardees are required to inform and update the Vetting Support Unit (VSU).  
4. Purpose of proposed award or assistance*: Provide details of the purpose of the award.  Example – Rehabilitation of school in Rawalpindi, Punjab Province.
4.a. Location of Proposed Activity – Country*:    State*:      Province/Region*:
· Example: Country: Pakistan 	State: NA	Province: Punjab
5. Organization proposed to receive award or other assistance*:
5.a Name*: Provide the name  of the organization (if applicable) being considered to receive the proposed award.  Example: Daffy’s Ice Cream Production Company LLC
5.b. Address*: Provide the complete address of the organization being considered to receive the proposed award.   Example: XXXXX Building, 5th floor, suite 501, Islamabad Road, Islamabad, ICT
5.c Telephone Primary Phone*: Provide the complete phone number for the organization, to include the country code and city code.  Example: +92-51-xxx-xxxx.  
5.d and e.: Provide any other phone numbers for the organization, if applicable.
5.f: Provide the fax number(s) for the organization, if applicable.
5.h* and i: Provide the organization’s email and alternate email (as applicable).  Example: info@daffysicecreamllc.com
6: Provide the names and information of ALL key individuals of the organization.  Refer to page 7 of the Partner Information Form (PIF) for the definition of Key Individual:
“Question 6 – ‘Key individual’ means (i) principal officers of the organization’s governing body (e.g., chairman, vice chairman, treasurer and secretary of the board of directors or board of trustees); (ii) the principal officer and deputy principal officer of the organization (e.g., executive director, deputy director, president, vice president); (iii) the program manager or chief of party for the USG-financed program; and (iv) any other person with significant responsibilities for administration of the USG-financed activities or resources. Note that this definition differs from the definition of “key personnel” under contracts and cooperative agreements. Complete for each of these four categories or indicate “N/A” if a category does not apply.”  Note: Any individual of the organization who can either access, influence or has access/authority of or to the organization’s finances is subject to vetting.  Additionally, President and Owner are not always synonymous with each other; all owners of the organization are subject to vetting, regardless of whether they have an active role in the organization

Part II: Contractor/Grantee/Recipient Certification:
This Part is to be completed and signed by the Prime Awardee’s Chief of Party (COP) or Deputy Chief of Party (DCOP) in the COP’s absence.  However, applicants or offerors who are instructed to submit their organization and key individuals must complete and sign Part II.

List of Individuals: 
· Name*: Provide the full and complete name of each key individual within the organization or the name of the individuals to receive assistance
· Government-issued photo ID number, type of ID and country of issuance*: Provide a government ID number (Passport, National ID,) such as a CINC number.
· Place of Birth*: Provide complete place of birth.  Example: Permanent address for Pakistanis; city/state for U.S. citizens.   A minimum of city and state/province is required.
· Rank or title in the organization*: Provide the title for each key individual.  Example: Owner, President, Vice President, Chief Financial Officer, Chief of Party, member of the Board of Directors.
· Other Names used: Provide any other names that a key individual may use.
· Gender: Provide whether the individual is a male or female.
· Current Employer and job title: If a key individual does not work for the organization being proposed for an Award/Subaward on a permanent basis and has another employer, that key individual must provide the employer for which they work full-time.  Example: A member of the Board of Directors/Trustees of Mickey Mouse International is likely to be employed by another company but serves on the Board of Directors/Trustees.  
· Occupation: What is the occupation of the key individual? Example: Doctor, Engineer, Architect, Consultant, etc.
· Address of Residence: Provide the complete address for each key individual.  Example: House 17, Donald Duck Rd, Sector F-7/3, Islamabad, ICT, Pakistan
· Citizenship(s): Provide all citizenships that each key individual has.  Examples: (i) Pakistan; (ii) Pakistan/Canada; (iii) U.S.; (iv) US/Pakistan.
· Province/Region: 
· Tribal Affiliation (if any): Prove the tribal affiliation of each key individual, if applicable.
· Email: Provide either a personal or work email address.
· Is the individual a US citizen or legal permanent resident?*: Mark “Yes” or “No” if the key individual(s) listed are either a US citizen or legal permanent resident.
· Alternate email: Provide any additional email addresses.
· Professional Licenses:  If a key individual possesses a professional license, provide the type of license, license number, and who issued the license.
NOTE: Although several fields are not required, completing non-required fields significantly assists the streamlining of the vetting process.
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