2008 Common Humanitarian Fund for Sudan – Application Procedure for Emergency Reserve

CHF Sudan Emergency Reserve Mechanism

An emergency reserve is kept within the CHF to enable the Humanitarian Coordinator to respond to unforeseen needs arising outside the CHF Standard Allocation process. The emergency reserve will typically be of no more than 10% of committed funds to the CHF. 
The CHF Emergency Reserve will serve two purposes:
Emergency Response: To enable the Humanitarian Coordinator to respond to unplanned for in-country emergency needs (e.g. natural disasters, displacements, disease outbreaks). This will typically be towards activities not originally included in the Work Plan. Proposals for emergency funding may be individual agency requests, or it may be part of a joint response comprising multiple organizations, potentially across multiple sectors, in which case proposals should be coordinated by OCHA or RCSO and aligned with other emergency response funding
.
Ad Hoc Allocations: To enable the Humanitarian Coordinator to respond to critical funding needs of activities within the Work Plan on a case by case basis. Ad hoc allocations from the reserve will take place outside the Standard Allocation Process, and will typically be towards under-funded activities in the Work Plan that may emerge as key priorities during the year.

The application template and the general application procedures are the same for all emergency reserve requests, however the procedures may be implemented differently depending on the context surrounding individual request (e.g. fast tracking for urgent needs, or consolidated proposals for larger response)

Allocations through the CHF Emergency Reserve:

· Since emergency reserve allocations are decided outside the standard allocation process detailed proposals are required, and detailed reporting is requested for all grants upon completion of activities. 

· Proposals shall be submitted (using designated templates) to the CHF Technical Unit through the relevant sector lead.

· Proposals shall justify why special funding outside the CHF Standard Allocation Model is required, including explanation on why the activity/project was not funded during the Standard Allocation process.

· Proposals will in most cases be reviewed by a formal review mechanism in the form of a Technical Review Group. 

· When relevant, proposals will be reviewed by OCHA staff undertaking coordination of humanitarian activities in the area/region in question.

· Time critical allocation decisions and disbursements shall be fast-tracked.

· Projects that receive funding from the reserve and are not already in the Work Plan will be included in the Work Plan post hoc.

· In order to streamline emergency funding processes for humanitarian partners the procedures and templates have been aligned as close to the CERF as feasible. 

To what degree the HC wishes to involve the Review Group and the CHF Advisory Group in allocations from the emergency reserve is at her/his discretion.

Please refer to page two for an overview of application procedures for the CHF Emergency Reserve.
All CHF templates and guidelines can be found at www.unsudanig.org/workplan/chf
Application Procedure for CHF Emergency Reserve Funding
	
	CHF EMERGENCY RESERVE - APPLICATION PROCEDURE
	RESPONSIBLE
	OUTPUT

	1
	The requesting organisation approaches the relevant sector lead/coordinator and presents the request.
	Requesting Organisation
	Outline of request by email.

	2
	If the sector lead supports the initial request the requesting organisation will prepare a proposal using the CHF Emergency Reserve application template and submit this to the sector lead.

If the request is not endorsed by the sector lead the requesting organisation can appeal the decision to the CHF Technical Unit by preparing and forwarding proposals along with the sector leads feedback.
	Requesting Organisation
-
Sector Lead
	Proposal in standard CHF Emergency Reserve application format.

	3
	The sector lead will review the proposal and add initial review comments
 to the proposal template before submitting to the CHF Technical Unit. 
	Sector lead
	Proposal with sector lead review comments.

	4
	The CHF Technical Unit will forward the proposal via email to the Technical Review Group and to relevant Area Coordinator (OCHA or RCSO) for review. 
	CHF Technical Unit
	-

	5
	Technical Review Group will within 72 hours
 review the proposal, include recommendations in the template and return to CHF Technical Unit.
	Technical Review Group
-

Area Coordinators
	Proposal with review comments from Review Group members.

	6
	CHF Technical Unit will consolidate review recommendations and prepare overall recommendation for the Humanitarian Coordinators consideration. 
If deemed necessary the CHF Technical Unit can call a review meeting with the Technical Review Group and relevant parties. 
	CHF Technical Unit
	Proposal with consolidated review comments and overall recommendation for the HCs consideration.

	6
	The Humanitarian Coordinator decides on the request. S/he may consult the CHF Advisory Group before deciding.
	Humanitarian Coordinator
	Grant Decision

	7
	CHF Technical Unit informs the requesting agency, the sector lead ,the Review Group and the CHF Advisory  Group of the decision of the HC. 
	CHF Technical Unit
	-

	
	If CHF Emergency Reserve allocation is granted
	
	

	8
	The requesting organisation prepares and submits CHF Allocation Matrix (and if the project is not already in the Work Plan also a Project Sheet). 
	Requesting Organisation
	CHF Allocation Matrix
Work Plan Project Sheet (if new project)

	9
	The CHF Technical Unit uploads allocation information to the CHF database and to the CHF website, includes new project in the Work Plan (when relevant) and prepares CHF allocation letter and table for the signature of the Humanitarian Coordinator.
	CHF Technical Unit
	Allocation letter and table.
Updated CHF website

	10
	The Humanitarian Coordinator signs allocation letter and instructs the Administrative Agent, and in case of  allocations to NGOs also UNDP as Managing Agent , to proceed with disbursement of funds
 
	Humanitarian Coordinator
	Signed allocation letter and table.

	11
	UNDP as Administrative Agent disburses funds as per instruction by the Humanitarian Coordinator. For allocations to NGOs UNDP as Managing Agent contracts NGOs as per their standard agreement and disburses funds accordingly.
	UNDP 

-

Requesting Organisation
	Signed agreement between UNDP and recipient NGOs

Disbursement of funds


� For larger emergencies CHF emergency funding may be provided along with grants from the CERF Rapid Response window, and applications to the two funds should in such cases be closely coordinated and aligned.


� The sector lead can choose to circulate the proposal to sector members for comments if s/he feels this adds value to the review process, but is not obligated to do so.


� The Humanitarian Coordinator can decide to shorten the review time or choose to bypass the Review Group if this is deemed necessary in order to respond to urgent needs in a timely manner.


� In case of time critical assistance the allocation procedures including the disbursement process can be fast tracked
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