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This guidance note is meant to aid in the preparation of annual reports for country-based pooled funds (CBPFs). The final structure and content of the annual report rests with the Fund Manager and the approval of the Humanitarian Coordinator. What is imperative is to produce a timely report that is concise, visually rich, with a focus on the fund’s performance. Please note that all editing must be finalized in the field as FCS does not have this capacity. Reports must be submitted to FCS for review before public release.
 
Final Deadline for external release: (date)

COVER PAGE WITH PHOTO BACKGROUND

1.  	FOREWORD BY THE HUMANITARIAN COORDINATOR (1-page)

·        Introduction and top-line key messaging about strategic use of the fund from the HC perspective
·        Donor acknowledgement
·        Brief humanitarian outlook
 
2.  	DASHBOARD – VISUAL SUMMARY (1-2 page) please try to minimise the amount of text.

The dashboard should include infographics on key facts and figures. PLEASE USE BI INFORMATION
·        2016 contributions (BI). Please do not include carry-over here. If allocations exceeded contributions simply add an asterisk “allocations exceeded contributions due to carry-over resources from 2015” and include information on large carry-overs in the allocation or the donor contributions section of the report.
·        Total allocated in 2016 (BI)
·        Total allocated as % of 2016 HRP requirements (not currently available in the BI, please calculate)
·        Allocations by type of organization in % of total (INGO, NNGO, UN) (BI)
·        # of partner organizations funded in 2016 (BI)
·        Allocations by cluster (BI)
·        # of projects funded in 2016 (BI)
·        Allocations per region map
·        Contributions by donor (BI)
·        # people targeted by clusters with 2016 allocations (BI) (please add short explanation on how you avoid double counting or, if you use the BI beneficiary figures, please include asterisk explaining this may include double-counting)
[bookmark: _GoBack]·        If you include reached beneficiaries please report on beneficiaries reached in calendar year (1 January to 31 December) which may cover different allocation years.
Please include link to the BI (https://gms.unocha.org/bi) and make reference to the available real-time information on these figures online, incl. the ‘reached’/reported figures on beneficiaries.

3.  	HUMANITARIAN CONTEXT (1-page)

·        Brief overview of humanitarian context / landscape
 
4.  	ALLOCATION OVERVIEW (1-3 pages)

·        Fund allocation strategy (in brief), highlight link to HRP
·        Rationale and information on the different allocation rounds
·        Complementarity with other funding sources, especially if country received CERF allocations.
·        Cross-cutting issues: how are gender, protection, etc. taken into account?
·        Infographics:
o   Total allocations (BI) and % of HRP funding received/ HRP requirements
o   Consider including a timeline of events and HF allocations
o   Breakdown by allocation modality (e.g. reserve, standard)
o   Allocations by cluster (# of projects, $ allocated , % of total allocations)
o   Allocations by type of organization (# of projects, $ allocated , % of total allocations by organization type (INGO, NNGO, UN, RCRC) (BI)
o   Allocation map (showing $ per area)
o   Gender marker (BI)
 
5.  	PERFORMANCE

A. 	For each of the three (3) general CBPF outcomes in the Policy Instruction, write a paragraph (150 – 180 words) explaining why and how your Fund helped:
 
OUTCOME 1: “Improve the effectiveness of the humanitarian response by directing funding towards priority humanitarian needs. Priority needs are identified through an inclusive and participatory process, which includes national actors (e.g. NGOs).”
 
OUTCOME 2: “Strengthen the leadership of the Humanitarian Coordinator (HC), while leveraging his/her humanitarian coordination role.”
 
OUTCOME 3: “Mobilize resources and support coordination in support of the humanitarian planning framework i.e. Humanitarian Response Plan (HRP).”
 
Make sure to support your analysis of each outcome with relevant data, facts, and examples that also illustrate the context.  This is a MUST!
 
B.     For each of the five (5) general CBPF principles[1] write a couple of paragraphs assessing the performance of the Fund:
 
· Describe how well was the Fund managed (internal functioning processes), AND how the Fund helped improve the overall humanitarian response (i.e. by making it more inclusive, more flexible, more timely...). 
 
· Highlight the greatest challenges you faced AND indicate what actions you (as HFU, HoO, or HC) plan to take at country level to make fixes or improvements in the coming year.
 
PRINCIPLE 1: Inclusiveness: A broad range of humanitarian partner organizations (UN agencies and NGOs) participates in CBPF processes and receive funding to implement projects addressing identified priority needs.”
 
PRINCIPLE 2: Flexibility: The programmatic focus and funding priorities of CBPFs are set at the country level and may shift rapidly, especially in volatile humanitarian contexts. CBPFs are able to adapt rapidly to changing priorities and allow humanitarian partners to identify appropriate solutions to address humanitarian needs in the most effective way. 
 
PRINCIPLE 3: Timeliness: CBPFs allocate funds and save lives as humanitarian needs emerge or escalate.  
 
PRINCIPLE 4: Efficiency: Management of all processes related to CBPFs enables timely and strategic responses to identified humanitarian needs. CBPFs seek to employ effective disbursement mechanisms, minimizing transaction costs while operating in a transparent and accountable manner.
 
PRINCIPLE 5: Accountability and Risk Management: CBPFs manage risk and effectively monitor partner capacity and performance. 
 
Make sure you support your analysis of each principle with relevant data (GMS and beyond), facts and examples that also illustrate your assessment of performance. This is a MUST!
 
6.  	DONOR CONTRIBUTIONS (1-page)

o   Total 2016 contributions and 2016 contributions by donor (include flags): $ and % of total contributions. Please do not include carry-over in the total, but feel free to explain in the narrative.
o   Contribution trends compared with previous years: increasing? Decreasing? Is the donor base being diversified? 
o   If relevant, explain how timing of contributions impacted allocations and benefits of allocation early in the year.

ANNEXES:

·        SUMMARY OF RESULTS BY CLUSTER (maximum 1 page per cluster)

o   If you wish to summarize the fund’s engagement per cluster, limit to 1 page (max) per cluster and use infographics to summarize information as much as possible.
If you include ‘reached’ beneficiaries, please report on beneficiaries reached in calendar year (1 January to 31 December) which may cover different allocation years. For ongoing projects for which reports have not been submitted, yet, please include a reference to available real-time information on the BI (https://gms.unocha.org/bi)
·        Additional information such as list of projects funded, glossary of terms and acronyms, etc.

INCLUSION OF SUCCESS STORIES: The inclusion of anecdotes and success stories in annual reports is encouraged. Please try to go beyond the human element and link your story to the effectiveness and added-value of the fund (e.g. through a particular strategic allocation; how the fund supported a particular cluster in a sudden emergency; how it complemented other funding, including CERF; filled a critical gap; innovations; etc.). If you have a story idea and would like support to develop it, please contact Tomas De Mul (demul@un.org) in FCS.


[1] The four (4) originally included in the Policy Instruction plus the fifth, Risk Management and Accountability, introduced through the Common Performance Framework (draft).



www.unocha.org
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