EMERGENCY/HUMANITARIAN RESPONSE FUNDS (ERF/HRF)

1. Objective

The objective of the ERF/HRF is to provide Non-Governmental Organisations (NGOs) in Indonesia with a rapid response mechanism to meet short-term emergency needs of vulnerable communities. The ERF provides initial financing that will enable implementing partners to respond to an emergency without delay. 

Emergency activities will focus on preventing more serious problems from occurring and on re-establishing basic living conditions in response to a particular crisis.  The ERF/HRF will also be used to lay the ground for activities supporting durable solutions for Internally Displaced Persons (IDPs) and affected communities, by meeting humanitarian and initial recovery needs, especially in areas where funding gaps exist.

2.
Access to the Fund and Roles of the Partners

The ERF/HRF will be administered by OCHA with the approval of the Advisory Board. NGOs registered with the Government of the Republic of Indonesia (GoRI) may submit project proposals to OCHA for ERF funding.

NGOs – implementing partners:

· Submit applications to OCHA for project funding either directly or through the UN Resource Centres where applicable;

· Sign a written agreement with OCHA  specifying the terms and conditions applicable to the approved project;

· Facilitate the monitoring of the projects in collaboration with OCHA; and

· Submit narrative and financial reports to OCHA, as described below.

OCHA:

· Upon receipt of project proposals from NGOs, reviews and presents these with recommendations for approval/disapproval to the Advisory Board within one week;

· Serves as the Secretariat for the Board and communicates its decisions to the applicants;

· Upon approval of a project, prepares, with the applicant, an official agreement.  

· After the agreement is signed by both the applicant and the Humanitarian Coordinator or Acting Humanitarian Coordinator, requests a transfer of funds from OCHA Geneva to an accredited international bank. Depending on project needs, funds may be disbursed in tranches; 

· Monitors the projects through reports produced by the implementing partner and evaluation missions; and

· Prepares a final narrative/financial report on the use of the funds at the end of the implementation period, to be forwarded to OCHA Geneva for onward submission to the donor.

3. Guidelines for project proposals and final reports

A framework for the presentation of project proposals and budgets is presented in Annex 1.

Conceptual Framework :
· Projects should meet the outlined objectives of the ERF/HRF;

· Projects should complement other actors’ activities and reinforce cooperation and partnership with GoRI, UN agencies and other actors;

· Projects should support emergency operations for not more than six months;

· Projects should not respond to chronic social problems or long-term development needs, though projects that support the emergency rehabilitation of social service facilities (e.g. schools and health posts) and the reestablishment of basic living conditions (e.g. short-term provision of agricultural inputs, shelter materials, and income generation activities) in response to a particular crisis would be eligible for funding on a case-by-case basis; and 

· Projects that promote and lay the ground for the transition from emergency programmes to rehabilitation and development would be eligible on a case-by-case basis.

· Projects should have been consulted and coordinated with local government authorities to align them with local planning interventions before their submission to the Secretariat for approval. 

Financial and Administrative Aspects:

Funding Limit:
· Funding will cover a maximum of US$ 100,000 of project costs;

· Funding will cover project activities for no longer than a six month period; in case of necessity, the NGO implementing partner may request a no-cost extension, which must be submitted to OCHA at least two weeks prior to the planned end date of the project;

· Funding should ideally not cover the entire project costs; the NGO implementing partner is encouraged to contribute to the project with its own resources or other donor funding.

Eligible Expenditure:

· Funding is not to be used for the purchase of major capital assets (vehicles, communications equipment, office equipment and office furniture) or to cover international travel expenses; Funding of staff/personnel and rental of equipment costs should be limited to the additional resources required by the NGO to implement the project; funding of supervisory staff/personnel will be decided on a case-by-case basis and should be co-funded by other sources;

· In country administration/operation support costs (office rent, stationery, communication costs etc) are to be decided on a case-by-case basis for each project, but may not exceed 7% of the budget and must be specified;

· NGO Head Office administrative overheard costs are not to be covered by the ERF/HRF. 
· Audit reports and corresponding costs and auditor fee can be charged to the ERF; UN auditors may conduct operational and financial audits of the project.  For auditing purposes, project accounting records shall be retained for five years following the project termination;

· The cost of import or customs duties (or any similar fee) imposed by overseas governments on goods imported or services provided cannot be covered by the ERF/HRF;

· Expenses within a budget line must not exceed the approved budget line by more than ten percent (10%) without the approval of OCHA, and must be matched by equivalent decreases in other lines;

· Personnel costs cannot exceed the amount approved in the budget;

· A budget line for contingency expenses cannot exceed five percent (5%) of the total project costs.  The NGO implementing partner must address a letter with full and detailed justification to OCHA requesting authorisation for using the contingency fund

Reporting

· A brief progress report on project activities and financial status (2-3 pages) should be submitted in the middle of the project duration.  Any constraints (financial, logistical, security etc) affecting the project should be included in the report or reported directly to OCHA.

· Within one month of the completion of the project, a final report must be submitted.  Should the project require an extension, an interim report must be submitted two weeks prior to the planned end date to facilitate an extension;

· The final report must describe the project activities, background, planned objectives, activities and actual accomplishments. The report should include “lessons learnt” and an explanation of any variance between planned and actual outcomes.  The report must be presented in the same format as the project proposal;

· The final report must include a final account of project spending, accompanied by supporting documentation.  The financial report must be presented according to the budget proposal format (Annex 2).

Annex I

FRAMEWORK FOR PROJECT PROPOSAL AND FINAL REPORT

· Name of the NGO/contact person/address, phone and fax numbers/e-mail address.

· Name of the project/location (province, district)/ planned starting date and duration of the project.

· Brief description of the NGO’s expertise and experience in the given field of activity.

1. Context 

1.1 Target beneficiaries

1.2 Problem Analysis

1.3 Groups consulted for the elaboration of the project (for the project proposal)

1.4 Other interventions/related projects

2. Intervention

2.1 Objectives

2.2 Project strategy

2.3 Project partners

2.4 Expected results (for the project proposal)/Achievements (for the final report)

3. Implementation of the project

3.1 Human and material resources to be involved

3.2 Calendar and action plan

3.3 Total cost of the project/funding requested from OCHA/other sources of funding (funds to be provided and anticipated should be mentioned) (budget is presented in an annex) 

3.4 Linkage/complementarity with other related activities (including known future activities) in the area 

3.5 Coordination/cooperation with other actors providing assistance in the area

4. Monitoring/evaluation

4.1 Indicators for the monitoring

4.2 Evaluation of the project including “lessons learnt” (for the final report)

5.
NGO background information (annual reports, statements, employees etc)

6.
Budget

Annex II

FRAMEWORK FOR THE BUDGET 

(Budget narrative and a summary sheet)

1. Personnel (should be listed by functions, e.g. Field Manager)

· International staff 

· Local staff

2. Project Inputs (for beneficiaries; should be listed by item)

· Non-Expendable Capital Items 

· Expendable Items

3. NGO Administration/Operation Support Costs (should be listed by item)
· Stationary and office materials

· Rent

· Communications

· Utilities 

4. Transport and storage costs
· Rental of vehicles or running costs of NGO owned vehicles

· Freight and other transportation costs

· Storage costs

(*bullets are examples of headings)

Sub-total

5. Contingency (a maximum of 5% of the sub-total)

Grand Total

Example of budget summary sheet
	Items
	HRF Funds
	NGO
	Donors

	
	Unit cost
	No. of

Unit
	No. of months
	In-country cost
	Total
	
	

	1. Personnel

	International – Field Manager
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2. Project Inputs

	
	
	
	
	
	
	
	

	3. NGO Administration/Operation Support Costs

	
	
	
	
	
	
	
	

	4. Transport and storage costs

	
	
	
	
	
	
	
	

	SUB-TOTAL
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5. Contingency 

	
	
	
	
	
	
	
	

	GRAND TOTAL
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