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		SOP Template
Program Standard Operating Procedures (SOPs) – Template

These SOPs outline the system, responsibilities, and critical actions for implementing the _____________ (project name and code) funded by ________________ (donor). These SOPs aim to ensure clarity between departments, including finance and program managers, and between field and headquarters staff. Agency staff will be held accountable to these SOPs and expected to consider these as a minimum set of procedures and systems that can be adapted and expanded to ensure relevance to context and, importantly, compliance to donor priorities.  The SOPs aim to help the agency improve our systems efficiency, accountability of the use of cash, consistency over time and between program units, and speed and scale with which we can help those impacted by disaster.  Adherence to approved SOPs is auditable at the field and headquarters’ level.

Date Initial SOPs Drafted and Author:______________________________________________________
Date SOPs Approved and Name of Approver: _______________________________________________
Date (s) of SOP Revision / Approvals: ______________________________________________________

Urban Targeting and Beneficiary Selection Procedures for Cash Transfer Programmes

Targeting beneficiaries in urban environments is especially challenging for humanitarian agencies due to the high population density and overwhelming number of people in need of assistance.  The likelihood that our agency will be able to serve all disaster-affected people in an urban environment is low.  Therefore, our organization sets out to determine how we will target our resources and humanitarian assistance that is in line with our organizational mandates and international humanitarian principles.

1. Geographic targeting:  

· Discuss how the project selected geographic locations based on needs assessments
· List all reports and assessments used 
· Insert city map and neighbourhood maps
· Establish geographic codes for target areas (these will be used on application forms, verification forms, and other project documents)

2. Vulnerability targeting:  

· List vulnerability criteria for beneficiary selection, including context-specific explanations and details
· Clarify the basic inclusion and exclusion criteria for the project
· Summarize focus group discussion findings on vulnerability
· List other reports or assessments that assist in prioritizing vulnerability
· Compare your vulnerability to national poverty line, other program criteria, cluster selection criteria, etc.
· Identify likely sources or risks of inclusion and exclusion error.

3.  Targeting the Market System
· Discuss what market actors will be targeted through your project and why
· Insert completed market maps for key commodities or labor
· Summarize major market influences that will affect your project

4. Establish objective of the cash transfer program
· List all project objectives and indicate priority of objectives
· Discuss how project objectives will target the most vulnerable groups

5. Set the cash value of your transfer
· Describe calculations of household expenses/income and market values and the logic for setting cash value
· Describe other organizations cash values
· Establish frequency for payments

6. Select the transfer mechanism
· Document which transfer mechanisms were reviewed as options
· Discuss rationale for selecting the final transfer methodology
· Describe any barriers to accessing this system for certain beneficiaries (i.e. lack of national ID card, lack of account, lack of phone) and the plan for mitigation
· Establish a schedule for beneficiaries to access transfer

7. Target messages for the community
· List key messages for communication to the community about the project
· Determine how the messages will be spread and by whom

8. Establish beneficiary application process
· Where applications will be filled out?
· Which staff will be involved?
· How many applications to collect? (Usually 20-30 percent more than total target to allow for ineligible applications and avoid a remobilization process)  
· What cards, vouchers, coupons, etc. will be issued to the beneficiary when they are enrolled?  What fraud-resistant aspects of this card/voucher have been added?

9. Establish verification process
· How will verification be conducted? What form?
· What criteria must be verified?
· How to avoid asking the same question repeatedly but ensure verification?
· Decide how many applications to verify?
· Decide what to do if more than 10 percent of the applications are inaccurate or do not meet criteria.  (100% verification, restart application process, etc.)

10.  Set-up market monitoring system
· Discuss likely market problems (i.e. price increase, shortages of goods) and how the project will respond to these issues if they arise
· Collect weekly price information and produce a monthly price analysis document
· Establish circulation of these documents to headquarters and relevant staff 

11.  Post-transfer monitoring
· Set timing for first round of monitoring (likely one week after initial transfer)
· Establish how many households will be monitored (usually between 10 to 20 percent)
· Establish system so that sub-sequent rounds of monitoring involve other beneficiaries
· Circulate results of the post-transfer monitoring
· [bookmark: _GoBack]Establish plan for review and revision of selection criteria in future plans

12.  Reconciliation of transfers
· Establish financial system for reconciliation of transfers with the transfer institution and the beneficiary lists
· Establish system to deal with unclaimed transfers or other problems that arise with the transfer

13.  Establish Complaints System
· Communicate system to community
· Monitor complaints and address them
· Establish roles and responsibilities of staff for responding and reporting on complaints received
