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Acronyms
Below, spell out acronyms. We have provided a sample list which can be expanded or refined as necessary.
AA 	Administrative Agent 
AB 	Advisory Board 
CHAP 	Common Humanitarian Action Plan 
CN	Concept Note
GMS	Grant Management System
HC 	Humanitarian Coordinator 
HCT 	Humanitarian Country Team 
HFU	Humanitarian Financing Unit
ICCT	Inter-Cluster Coordination Team
MA 	Managing Agent 
M&E 	Monitoring and Evaluation 
M&R 	Monitoring and Reporting 
MOU 	Memorandum of Understanding 
MPTF Office 	Multi-Partner Trust Fund Office 
NCE	No-Cost Extension
NGO 	Non-Governmental Organization 
OCHA 	Office for the Coordination of Humanitarian Affairs 
PP	Project Proposal
PUNO	Participating United Nations Organization
RC	Review Committee
SAA 	Standard Administrative Arrangement 
SRC	Strategic Review Committee
TOR 	Terms of Reference 
TRC 	Technical Review Committee 
UNDP 	United Nations Development Programme
[bookmark: _Toc487443232]Introduction

Keep the purpose and scope as described below the same as they apply across all CBPFs and should not be country specific.
[bookmark: _Toc487443233]Purpose

The purpose of the Operational Manual for (Insert country name) Country-based Pooled Fund (CBPF) is to describe the governance arrangements, allocation modalities and priorities, and accountability mechanisms of the Fund, as well as to detail the roles and responsibilities of the stakeholders involved. 

Under the direction of the Humanitarian Coordinator (HC), the (Insert country name) CBPF aims to support the timely allocation and disbursement of donor resources to the most critical humanitarian needs as defined by the Strategic Response Plan. In order to meet this goal, this Manual is issued by the HC and endorsed by the Advisory Board to:
i. provide clarification and instructions for all stakeholders involved in the management of the CBPF on effective management and governance practices;
ii. describe the steps and requirements of the allocation processes with the aim of enhancing timely and strategic allocation decisions; 
iii. provide an overview of the general direction and programmatic focus of the (Insert country name) CBPF
The goal of this Manual is to guide implementing partners and facilitate the role of OCHA, members of the Review Committees, and sectoral experts.   

[bookmark: _Toc487443234] Scope

This Manual should be read in conjunction with the Operational Handbook for CBPFs. The present document defines the country-specific regulations that govern the (Insert country name) CBPF. It is designed within the framework provided by the Operational Handbook for CBPFs, which describes the global set of rules that apply to all CBPFs worldwide, and adapt specific aspects of the global regulations to the context of humanitarian response.

Adherence to the guidance provided in the two documents is mandatory so as to ensure standard and transparent processes.

[bookmark: _Toc487443235]Scope and Objectives of the CBPF

Max 1 page
The (Insert country name) CBPF has three main objectives:

· To improve humanitarian response by increasing the extent to which funding is allocated to priority humanitarian needs through an inclusive and coordinated process at the field level.
· To strengthen the leadership of the HC.
· To contribute to the delivery of the Strategic Response Plan (SRP) within the context of the Humanitarian Program Cycle (HPC).

Further, the (Insert country name) CBPF aims to ensure that humanitarian needs are addressed in a collaborative manner, fostering cooperation and coordination within and between clusters and humanitarian organizations. As such, the (Insert country name) CBPF contributes to improving needs assessments, enhancing the HRP[footnoteRef:1] as the strategic planning document for humanitarian action, strengthening coordination mechanisms, in particular the cluster system, and improving accountability through an enhanced monitoring and reporting framework. [1:  https://docs.unocha.org/sites/dms/CAP/Overview_of_Global_Humanitarian_Response_2014.pdf ] 


[Summary of the focus of the CBPF in the coming 6-12 months:
1. Provide background to the CBPF, if relevant (i.e. the rationale of the Fund, how it positions itself in the humanitarian funding landscape in country, and the contribution made so far)
2. Identify the thematic, cluster/sectoral and geographic priorities for the CBPF for the next 6-12 months. Linkage to the SRP should be specified clearly indicating type of activities/interventions by Cluster/Sector (this can be presented in a table).
Please note that this is of particular importance for CBPFs that choose to use Reserve Allocation as the main allocation modalities. In the absence of Allocation Papers, this Manual will outline the main programmatic priorities and criteria that will determine the strategic relevance of project proposals received.]

Interventions supported by the (Insert country name) CBPF are to be consistent with basic humanitarian principles of humanity, neutrality, impartiality and independence.

[bookmark: _Toc487443236]Governance

Max 1 page
[bookmark: _Toc487443237]Humanitarian Coordinator

The Humanitarian Coordinator leads the overall management and oversight of the (Insert country name) CBPF as detailed in the Operational Handbook for CBPFs, supported by the OCHA Head of Office and the OCHA Humanitarian Financing Unit (HFU), and advised by the CBPF Advisory Board. 

[bookmark: _Toc487443238]Advisory Board

The Advisory Board (AB) is a governance body with an advisory function that supports the HC to steer the strategy and oversees the performance of the CBPF. The final decision-making authority rests entirely with the HC, who is the chair of the AB.

The functions of the AB are defined in detail in the Operational Handbook for CBPFs. 

The composition of the AB, determined based on consultations between the HC, the Humanitarian Country Team (HCT), contributing donors and NGOs, is outlined below. It ensures equitable representation of the key stakeholders to the Fund (Donors, UN agencies, NGOs and OCHA).

(Please describe the exact composition of the AB in line with guidance provided in the Operational Handbook for CBPFs. Describe the frequency and modalities of AB members’ rotation.)

[bookmark: _Toc487443239]Review Committees 

The Review Committee(s) are responsible for the strategic and technical review of the concept notes and project proposals received by the CBPF. 

The functions and composition of the Review Committee(s) are defined in detail below, in line with the Operational Handbook for CBPFs. 

(Please describe a) the exact structure of the Review Committees, i.e. if the same Committee will perform both strategic and technical review, etc.; b) the composition of the Committees and frequency of members’ rotation; and c) their functions. Ensure that the guidance provided is in line with the Operational Handbook for CBPFs. Where relevant, please add a section on the Review Board)
[bookmark: _Toc487443240]Allocation modalities

Max 3 pages

[bookmark: _Toc487443241]Eligibility 

Donor contributions to the (Insert country name) CBPF will be utilized to fund projects carried out by:

i. UN Organizations (UNOs) 
ii. National and international Non-Governmental Organizations (NGOs) and organizations of the Red Cross/Red Crescent movement

UN eligibility:
In order to become eligible for funding from the (Insert country name) CBPF, United Nations agencies must fill out the Registration Form on the Grants Management System of the Fund (http://gms.unocha.org/). UN agencies are required to provide name and contact information for the focal point(s) and the legal representative of the organization, address of main office, and bank information. 

Other sections of the registration and due diligence form can be made mandatory by each CBPF if deemed necessary.

Once the registration and due diligence form duly filled out has been submitted, OCHA will proceed with its review and approval. Approval of the registration form by OCHA determines the eligibility of the UN agency. 
Where the CBPF is administered by UNDP MPTF, UN agencies must also have signed the Memorandum of Understanding in order to be eligible for funding

In countries where NGOs are contracted by an entity other than OCHA
NGO eligibility:
Briefly describe who this entity is. Criteria and procedures to determine eligibility and risk level of NGO partners should be determined by the contracting entity in line with the Operational Handbook for CBPFs.

In countries where NGOs are contracted by OCHA 
NGO eligibility:

OCHA, as the Managing Agent, will carry out a due diligence process and an assessment of the capacity of potential NGO implementing partners.  The outcomes of the due diligence and capacity assessment processes will determine the partner’s eligibility, and the risk level of the partners considered eligible. The risk rating will in turn influence the control mechanisms (Operational Modalities) that apply to the management of the partner’s grants, as described in the Operational Handbook for CBPFs.

The process for due diligence is described in detail in the Operational Handbook for CBPFs. The procedures that will be utilized to assess the capacity of implementing partners in the context of the (Insert country name) CBPF are described below.

Describe the approach that will be used to assess capacity of NGO partners to qualify for funding from the CBPF.  

[bookmark: _Toc487443242]Allocation criteria:

The review and approval of project proposals is made in accordance with the programmatic framework and focus described above and on the basis of the following criteria:

i. Partner eligibility and capacity: verified through a due diligence and capacity assessment process 
ii. Access: accessibility and/or physical presence to areas of operation; the location of the project is clearly identified
iii. Strategic relevance: clear linkage to Humanitarian Response Plan strategic and sectoral objectives, compliance with the terms of the allocation strategy as described in the allocation paper, and alignment of activities with areas of special focus of the Fund 
iv. Needs-based: the needs are well explained and documented and beneficiaries are clearly described
v. Appropriateness: the activities are adequate to respond to the identified needs
vi. Technical soundness and cost effectiveness: the proposal meets technical requirements to implement the planned activities; and the budget is fair, proportionate in relation to the context, and adequate to achieve the stated objectives 
vii. Risk management: assumptions and risks are comprehensively and clearly spelled out, along with risk management strategies 
viii. Monitoring: a realistic monitoring and reporting strategy is developed in the proposal

[bookmark: _Toc487443243]Grant Duration

Implementation of projects funded by the (Insert country name) CBPF should not exceed twelve (12) months from the project start date as indicated in the final approved project documents. Project pre-financing will be limited only to the budgeted costs (of the approved project proposal) incurred in the interim period between the Project’s approval start date (first possible start date is the date when the HC and the Partner have both signed the Grant Agreement) and the date of actual cash disbursement to the recipient project.
If necessary, implementing partners can request project revisions and/or no-cost extension to re-program and/or extend the duration of the grant.
[bookmark: _Toc487443244]Allocation Types
[bookmark: _Toc487443245]Standard Allocation 

Describe the purpose of the Standard Allocation and how it will be used in the context of the Fund. If available, define the modality and timeframe for launching the calls for proposals. 

In-depth description of the allocation workflow, roles and responsibilities is contained in the Operational Handbook for CBPFs - please ensure adherence and reference to the global guidance. The six process steps described there are mandatory, while the rest can be customized to fit the operating context.

[bookmark: _Toc487443246]Reserve Allocation 

Describe the purpose of the Reserve Allocation and how it will be used in the context of the Fund. If available, define the criteria that will be used to decide when to activate the Reserve Allocation In-depth description of the allocation workflow, roles and responsibilities is contained in the Operational Handbook for CBPFs - please ensure adherence and reference to the global guidance. The six process steps described there are mandatory, while the rest can be customized to fit the operating context.


[bookmark: _Toc487443247]Accountability

Max 5 pages
[bookmark: _z337ya][bookmark: 3j2qqm3]Accountability is the foundation for effective CBPF management. It is exercised through a set of different components that enable the HC, mandated by the ERC, to ensure that: (i) implementing partners are delivering intended programmatic results; (ii) the CBPF is managed responsibly and according to established guidelines; and ultimately (iii) the CBPF is achieving its main objectives. With this in mind, outline your country specific accountability framework, including the different pillars on Risk Management, Monitoring, Reporting and Audit, and who is responsible for its implementation. Insert a brief introduction if necessary.

[bookmark: _Toc487443248]Risk Management
In line with the Operational Handbook for CBPFs, and based on the methodology outlined in the “Risk Management Framework for CBPFs” annexed to the Operational Handbook, please outline here the key risks, mitigation strategies, owners and costs, using the table below.





[bookmark: _GoBack]Risk analysis and mitigation matrix 
	Risk 
(From most to least critical)
	Likelihood
	Impact
	Mitigation strategy
	Timeframe
	Risk owners
	Cost of mitigation (US$)

	
1. Risk category (e.g. strategic and programmatic risks)

Risk drivers:
· E.g. Decreasing level of funding

Add as many rows as necessary

	
1. Risk 1 (e.g. lack of clear funding priorities)


	

	
	Reduce or Mitigate Risk
E.g. Techniques for remote monitoring of projects are developed. 

	Month / Year
	
	TBC
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www.unocha.org
The mission of the United Nations Office for the Coordination of Humanitarian Affairs (OCHA) is to mobilize and coordinate effective and principled humanitarian action in partnership with national and international actors.
Coordination Saves Lives
United Nations Office for the Coordination of Humanitarian Affairs (OCHA)
Coordination Saves Lives | www.unocha.org
[bookmark: _Toc487443249]Risk-based grant management
In line with the Operational Handbook for CBPFs, please describe here the approach that will be taken in the context of the specific CBPF to:
· Capacity assessment of NGO partners, including reference to registration and due diligence
· Performance management
· Operational modalities (add Operational Modalities table in case it has additional controls to the global table; if not, reference to the Operational Handbook for CBPFs will suffice)
· Compliance mechanisms (make reference to the mechanisms outlines in the Operational Handbook for CBPFs for ensuring compliance with the grant management requirements as laid out in the Operational Modalities; please add any country-specific mechanisms.)
[bookmark: _Toc487443250]Monitoring
[bookmark: _1ci93xb]Describe the frequency and tools that will be used to monitor projects funded by the CBPF, and the stakeholders responsible for carrying out the monitoring. Include a monitoring action plan, including overall costs of field monitoring and the different monitoring tools. Possible sections could be:
· Monitoring tools and methodology
· Roles and responsibilities
· Performance management – Performance Index (PI)
[bookmark: _Toc487443251]Reporting

[bookmark: _2bn6wsx]Describe the reporting requirements making reference to the Operational Modalities and in line with the Operational Handbook for CBPFs. Insert a table summarizing, all narrative and financial reporting requirements as defined and applicable. 
[bookmark: _Toc487443252]Audit 

Describe the rationale and principle of external audits, and the frequency. Describe the external audit process and if necessary add annex of the approved audit plan, highlighting who is responsible for ensuring Long Term Agreements (LTA) are firmly established and renewed in a timely manner.

[bookmark: _Toc487443253]Appeals Process and Arbitration

Describe the process of how concerns or complaints regarding the CBPF will be handled. It would be good to include a specific email address where complaints and concerns can be sent. The section below is standard but can be amended.

Stakeholders with insufficiently addressed concerns or complaints regarding the (Insert name of country) CBPF processes or decisions can at any point in time contact the OCHA Head of Office with these concerns on (Insert email address). Complaints will be compiled, reviewed and raised to the Humanitarian Coordinator, who will then take a decision on necessary action(s). The Humanitarian Coordinator will share with the Advisory Board any such concerns or complaints and actions taken thereof.

[bookmark: _Toc487443254]Complaint mechanisms
The following email address (Insert email address) is available to receive feedback from stakeholders who believe they have been treated incorrectly or unfairly during any of the CBPF processes. OCHA will compile, review, address and –if necessary- raise the issues to the HC, who will then take a decision on necessary action. 
[bookmark: _Toc487443255]Administration of CBPFs
[bookmark: _Toc487443256]Budget preparation principles  
Describe rules and regulation of admiration and budget preparation as described in the Global Handbook for CBPFs
[bookmark: _Toc487443257]Eligible and Ineligible Costs 
Describe rules and regulation of cost breakdown as described in the Global Handbook for CBPFs
[bookmark: _Toc487443258]Guidelines on requesting project changes
Outline the changes which will be considered in requesting revisions to CBPF-funded projects by the implementing partner. Add the necessary process/steps which will be undertaken and the roles and responsibilities for requesting for revisions. Please refer to the Operational Handbook for CBPFs for guidance
[bookmark: _Toc487443259]Project closure 
Describe the process and procedure of project closure as described in the Global Handbook for CBPFs

[bookmark: _Toc487443260]Additional information

Include any relevant additional information or list links to relevant documents related to this strategy, e.g. Humanitarian Needs Overview, SRP or similar planning/prioritization framework, sectoral strategies, CBPF annual reports, etc.
[bookmark: _Toc487443261]Contact information 
Contact details of the Fund Manager/Humanitarian Financing Unit, Head of Office, OCHA address, general email address, CO website, CBPF website
[bookmark: _Toc487443262]Review date 

This manual will be reviewed and presented to the Advisory Board no later than [MM/YYYY].
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