Suggested timeline and workflow for revising flash appeals

	(Dates) 
	till
	(Dates)
	

	6 Oct 2009
	
	6 April 2009
	Flash appeal is launched

	Ensuing two-three weeks

	
	
	
	Flash appeal implementation begins: evolution of crisis/disaster is tracked, and progress of projects monitored.

	Stock-taking exercise within the HCT begins

	(Tuesday 20 Oct 2009?)
	
	
	Consultations begin taking place on the evolution of the crisis since the launch of the appeal; funding to appeal projects is tracked; analysis of crisis and response deepens; clusters track progress of their specific objectives.

	
	
	
	Cluster/sector working groups review sectoral objectives and update as needed; review each project in the flash appeal and add, modify, or delete as appropriate, and review official FTS funding tables and communicate any corrections to fts@reliefweb.int, including use of flexible funds; compile reports on outputs, and impact assessment if available, and summarise for inclusion in concept documents or revision itself.

	
	
	
	The HCT, in consultation with the relevant authorities and donors, reviews and updates needs analysis, strategic priorities, objectives, and changes in key monitoring indicators; agrees on general boundaries of humanitarian action for remainder of the appeal timeline (or beyond, if expansion of current activities is called for): agrees with donors and other stakeholders a plan for needs assessment and analysis for the revision or expansion.

	
	
	
	The above may take place within individual clusters, or (perhaps more usefully), it could take place in a workshop-type (or similar) environment.

	
	
	
	Following consultations, RC, in consultation with the cluster leads, sets a date for completion of the revision, and appoints focal point within the HCT to oversee the process.  To meet that deadline, a workflow or calendar of steps must be elaborated and agreed upon depending upon context as illustrated below.

	Revision timetable set 

	1-4 days
	
	
	Sector working groups draft sector inputs, while OCHA or other focal point drafts rest of document (executive summary, context, response to date, strategic priorities, etc).

	Day 4
	
	
	Deadline for sector working groups to submit sector inputs to OCHA.

	Day 5-6
	
	
	OCHA or compiles draft of revision.

	Day 7-8
	
	
	RC/HC distributes the draft to the HCT.  These have two full working days to read the draft and consult their headquarters to discuss the draft.

	Day 9
	
	
	Deadline for HCT comments on draft to be sent to the OCHA field office or focal point.

	Day 9-10
	
	
	OCHA or focal point incorporates comments in consultation with the HCT and sends new draft to the RC.

	Day 11
	
	
	RC clears final field draft and sends it to OCHA’s CAP Section.  (Note: If the RC is absent on this date, s/he must empower the deputy or OIC to approve and send the document, on time.)

	Subsequent actions at OCHA and HQs of IASC organisation

	Day 1 (of receiving final draft)
	
	
	OCHA CAP Section circulates final field draft to agency HQs, which have one (or more if necessary) working days to return comments on the document.

	
	
	
	Final comments from HQs of IASC organisations due.

	
	
	
	OCHA-HQ Desk Officer incorporates and reconciles HQs' comments, and returns document to CAP Section.

	Day 2 (of receiving final draft)
	
	
	OCHA CAP Section performs final substantive review, style-checks, uploads changes onto FTS, and formats revision.

	The revision is finalised: if a launch is planned this takes place at identified time/place(s).


