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1. [bookmark: _Toc92377009]Introduction
World Vision International- Afghanistan is a non-profit, humanitarian aid and development organization that is dedicated to helping children and their communities reach their full potential by tackling the causes of poverty. We serve poor children, families, and communities through means such as emergency relief, education, health care, economic development and promotion of justice. Our work touches approximately 100 million people in nearly 100 countries, assisting people regardless of religion, ethnic background, or gender. 

2. [bookmark: _Toc92377010]Objectives of the Assignment
Provide third party monitoring of Consortium partners (WVA, CRS and Medair) supported cash distribution activity. The Third Party Monitoring will monitor the operation activities as described in the Standard Operating Procedures (SOPs) on the entire Cash and Voucher Programming (CVP) for WV Afghanistan, CRS and Medair. The TPM will cover at least 1(one) cash and in-kind distribution of each partner in total 4 distributions to be monitored by third party. The TPM alongside the FRAMES Partners’ monitoring, evaluation and accountability procedures will support to ensure that the following mechanisms are in place to mitigate risks associated with cash distribution programming: 
· An effective complaints and feedback mechanisms for beneficiaries and non-beneficiaries
· Facilitate two-way feedback mechanisms between communities and consortium partners 
· Providing clear information to beneficiaries about complaint and feedback mechanisms and their entitlements 
· A functional whistleblowing mechanisms and swift agency response to reports of fraud or corruption
· Gender equality and social inclusion principles
· Safety and protection mainstreaming during and after the distributions including safe reporting and referrals of protection incidents

Details of the scope of the services is provided in the Terms of Reference under Annex-I of this RFP. 

3. [bookmark: _Toc92377011]Clarification of the Request for Proposal
The consultants requiring any clarification of the RFP shall contact WVA using the address below in writing.  WVA will respond in writing to any request for clarification within two (2) days, provided that such request is received at least Five (5) days prior to the deadline for submission of proposals.  WVA may forward copies of its response to all those who have acquired the RFP directly from it, including a description of the inquiry but without identifying its source.  

Attention: Ahmad Jawid Mahyar
Email: Address to ahmadjawid_mahyar@wvi.org (copy to aziz_obaidi@wvi.org) 
Phone number: +93799209672

4. [bookmark: _Toc92377012]Clarification of Proposals during Evaluation
To assist in the examination, evaluation and comparison of Proposals, WV AFGO may, at its discretion, ask any consultant for a clarification in regards to its Proposal including implementation approach & methodology, work plan, staffing organization etc. Any clarification submitted by a consultant in respect to its proposal and that is not in response to a request for clarification shall not be considered. The WV AFGO’s request for clarification and the response from the consultant shall be in writing. 



5. [bookmark: _Toc92377013]Preliminary Evaluation of Proposals
Preliminary Examination –WV AFGO shall examine the Proposals to determine whether they are complete with respect to minimum documentary requirements, whether the documents have been properly signed, and whether the Proposals are generally in order, among other indicators that may be used at this stage. WV AFGO reserves the right to reject any Proposal at this stage if such proposal is determined to be substantially non-responsive. The proposals rejected at the preliminary examination stage will not be considered for detailed examination. 

6. [bookmark: _Toc92377014]Evaluation of Technical Proposals
WV AFGO will evaluate the Technical Proposals on the basis of their responsiveness to the Terms of Reference and the RFP, applying the evaluation criteria, sub-criteria, and point system specified below. Each responsive Proposal will be given a technical score. A Proposal shall be rejected at this stage if it does not respond to important aspects of the RFP or if it fails to achieve the minimum technical score.

[bookmark: _Toc92377015]Criteria, sub-criteria, and point system for the evaluation of Technical Proposals
                                                                                                                                                Points
(i)	Specific experience of the Consultant (as a firm) relevant to the Assignment:	[20]
[The consultant shall have proven expertise and experience in social research, including experience in cash and voucher programing WASH, Health & Nutrition, livelihoods and agriculture sectors in humanitarian emergency responses.] as means of proof, copy of implemented contracts should be attached.

ii)	Adequacy and quality of the proposed methodology, and  work plan in responding to the Terms of Reference (TORs):                                                                                                             [50]
a) Adequacy and quality of the proposed methodology 	                           20
b) Work Plan	                                                                                                                  10
c) Organization and Staffing	                                                                                      10

[Approach & methodology: WV AFGO will assess whether the proposed methodology is clear, explains well your understanding of the objectives of the assignment as outlined in the ToR, and responsiveness of the workflow to the ToR;
Work plan:  overall team composition is balanced and has an appropriate skills mix; and the work plan {Please outline the plan for the implementation of the main activities/tasks of the assignment, their content and duration, phasing and interrelations, milestones (including interim approvals by the Client), and tentative delivery dates of the reports. The proposed work plan should be consistent with the technical approach and methodology, showing your understanding of the TOR and ability to translate them into a feasible working plan. A list of the final documents (including reports) to be delivered as final output(s) should be included here.}
{Organization & Staffing: Please describe the structure and composition of your team and relevant technical experts and administrative support staff that contribute effectively to the implementation of this assignment.} 

(iii)	Key  Experts’ qualifications and competence for the Assignment:
[Under the key experts assessment, the number of points to the key experts will be determined according to their general qualifications, adequacy for the assignment (relevant education, experience in the sector/ similar assignments)] and experience in the contexts of similar to Afghanistan] CVs of the key experts shall be submitted
a)	 [Team Leader]	                                                                                                     10
b)	 [Field Monitor]	                                                                                                     10
c)	[M&E Specialist]	                                                                                                      10
	                                                                                             Total points for criterion (iii):	[30]
                                                                                    Total Score:	                                 100%

The following criteria shall be considered as the minimum competencies for the key experts of the consultant:	
· Minimum qualifications of a Master’s Degree, or higher in the field of humanities, M&E, Nutrition/Public Health, FSL, or related fields with demonstrated experience in timely execution of monitoring, evaluations, assessments, accountability and learning tasks
· Knowledge and experience of M&E in emergencies, with excellent skills in research, monitoring and evaluation of emergency programs in Afghanistan
· Experience measuring multi-sectoral outcomes under Nutrition, Maternal malnutrition, Food security and WASH programming
· Proven experience in conducting participatory qualitative and quantitative evaluation studies with superior analytical skills.
· Excellent analytical and report writing skills.
· Computer proficiencies with good knowledge of statistical packages for qualitative and quantitative data analysis. 
· Experience in the field of cash/food assistance programming and monitoring procedures in Afghanistan 
· Use of innovative technologies, including mobile data collection. 
· The Team Leader shall have adequate experience and skills of management a team and projects of similar nature and scope on humanitarian ground

The minimum technical score (St) required to pass is      75






The weights given to the Technical (T) and Financial (P) Proposals are:
Technical Proposal: 70%
Financial Proposal: 30%
The lowest evaluated Financial Proposal (Fm) is given the maximum financial score (Sf) of 100.
The formula for determining the financial scores (Sf) of all other Proposals is calculated as following:
Sf = 100 x Fm/ F, in which “Sf” is the financial score, “Fm” is the lowest price, and “F” the price of the proposal under consideration.
T = 0.7
P = 0.3
Proposals are ranked according to their combined technical (St) and financial (Sf) scores using the weights (T = the weight given to the Technical Proposal; P = the weight given to the Financial Proposal; T + P = 1) as following:  S = St x T% + Sf x P%.

7. Additional Required Documents Comprising Responsiveness of the Proposals
The consultants shall also submit the following documents as part of responsiveness of their proposal: 
i. A copy of documents defining the constitution or legal status, place of registration, and principal place of business of the bidder; 
ii. Written power of attorney of the signatory of the proposal to commit the bidder; 
iii. World Vision Supplier Code of Conduct Form completed, signed, stamped and submitted along with the proposal; 
iv. Consultant must not be suspended, debarred, or otherwise identified as ineligible by any WVI, UN Organization or the World Bank Group or any other international Organization. Consultants are therefore required to disclose to WV Afghanistan whether they are subject to any sanction or temporary suspension imposed by these organizations
v. Bankruptcy-The consultant should not have been declared bankrupt or involved in bankruptcy or receivership proceedings and there is no judgment or pending legal action against it that could impair its operations in the foreseeable future.

8. [bookmark: _Toc92377016]Due Diligence
WV AFGO reserves the right to undertake a due diligence exercise, also called post qualification, aimed at determining to its satisfaction, the validity of the information provided by the consultant.
Such exercise shall be fully documented and may include, but need not be limited to, all or any combination of the following: 
a) Verification of accuracy, correctness and authenticity of information provided by the consultant; 
b) Validation of extent of compliance to the RFP requirements and evaluation criteria based on what has so far been found by the evaluation team; 
c) Inquiry and reference checking with Government entities with jurisdiction on the consultant, or with previous clients, or any other entity that may have done business with the consultant;
d) Inquiry and reference checking with previous clients on the performance on on-going or contracts completed, including physical inspections of previous works, as necessary;
e) Physical inspection of the consultant’s offices, branches or other places where business transpires, with or without notice to the Bidder; 
f) Other means that WV AFGO may deem appropriate

9. [bookmark: _Toc92377017]Confidentiality
Information relating to the evaluation of proposals and recommendation of contract award, shall not be disclosed to consultants or any other persons not officially concerned with the bidding process until information on the results of the contract award is transmitted to all prospective consultants. 

10. [bookmark: _Toc92377018]Methodology for submission of proposals 

Proposals must be submitted electronically ONLY to the following address: 
Afgo_procurement@wvi.org 
Format: PDF files only 
The Technical and Financial proposals must be submitted as separate files.

Deadline for submission of proposals: 
January 15, 2022, 1700hrs Kabul Local Time
Proposals received after the submission deadline will be rejected. Late proposals will not be accepted.












[bookmark: _Toc92377019]Annex – I
[bookmark: _Toc92377020]Terms of Reference

Third Party Monitoring (TPM) of Cash Programming in the provinces of Badghis, Ghor, Faryab, Bamyan, Uruzgan, Kandahar and Daykundi provinces in Afghanistan
SCOPE
World Vision Afghanistan is seeking to work through an institution that can monitor FRAMES partners (World Vision, Medair and CRS) humanitarian Cash/Food Assistance programming in the provinces of Badghis, Ghor, Faryab, Bamyan, Uruzgan, Kandahar and Daykundi in Afghanistan. The Cash/Food Distribution is scheduled in November/Dec-21 - May 2022. 
FRAMES partners (World Vision, Medair and CRS) intends to implement direct distributions in all target sites through the services provided by a reputable financial services provider (Hawala). The cash distribution will be implemented in the following provinces and districts and for different times in the locations – details added to the table below:
	Implementer 
	Name of Province
	Name of district
	Targeted
beneficiaries
	Amount per beneficiary
(the beneficiaries  will be given the equivalent amount in AFNs  as per the official exchange rate during the time of distribution)
	Distribution Timeframe

	CRS
	Ghor
	Chaghcharan
	1440
	$26/beneficiary. $12 transport allowance for each household.
	November/December 2021

	CRS
	Ghor
	Dulaina
	900
	$26/beneficiary. $12 transport allowance for each household.
	November/December 2021

	CRS
	Daykundi
	Ashterlay
	1320
	$26/beneficiary. $12 transport allowance for each household.
	November/December 2021

	CRS
	Bamyan
	Dare Chasht
	807
	$26/beneficiary. $12 transport allowance for each household.
	November/December 2021

	WVA
	Badghis
	Abkamary
	365
	$50
	January 2022

	WVA
	Badghis
	Muqure
	365
	$50
	January 2022

	WVA
	Faryab
	Maimana/Pashtokot
	609
	$50
	January 2022

	WVA
	Faryab
	Ghormach
	365
	$50
	January 2022

	WVA
	Faryab
	Qaisar
	609
	$50
	January 2022

	Medair
	Daykundi
	Khedir
	14,616 (2088 households)
	$180/beneficiary – pending revision of FSAC ration guidance
	Distributions in Nov 2021 and May 2022

	Medair
	Daykundi
	Miramor
	15,834 (2262 households)
	$180/beneficiary – pending revision of FSAC ration guidance
	Distributions in Nov 2021 and May 2022

	Medair
	Kandahar
	Kandahar
	7700 (1100 households)
	$90/beneficiary
	Distributions in April/May 2022



OBJECTIVE
Provide third party monitoring of Consortium partners (WVA, CRS and Medair) supported cash distribution activity. The Third Party Monitoring will monitor the operation activities as described in the Standard Operating Procedures (SOPs) on the entire Cash and Voucher Programming (CVP) for WV Afghanistan, CRS and Medair . The TPM will cover at least 1(one) cash and in-kind distribution of each partner in total 4 distributions to be monitored by third party. The TPM alongside the FRAMES Partners’ monitoring, evaluation and accountability procedures will support to ensure that the following mechanisms are in place to mitigate risks associated with cash distribution programming: 
· An effective complaints and feedback mechanisms for beneficiaries and non-beneficiaries
· Facilitate two-way feedback mechanisms between communities and consortium partners 
· Providing clear information to beneficiaries about complaint and feedback mechanisms and their entitlements 
· A functional whistleblowing mechanisms and swift agency response to reports of fraud or corruption
· Gender equality and social inclusion principles
· Safety and protection mainstreaming during and after the distributions including safe reporting and referrals of protection incidents
TYPES OF MONITORING ACTIVITIES
The selected organization will conduct different types of monitoring activities, the minimum set will include:
· Register beneficiary complaints and feedback for Accountability to Affected Populations
· Direct observation and on-site monitoring during implementation of activity 
· Service delivery verification
· Situational analysis of population and operational environment or context analysis
· Safety audits – including observation and assessing safety concerns on the location, distribution time, crowd control and other arrangements and make recommendations for improvement. 
MONITORING CRITERIA AND PROCESSES
FRAMES Partners’ supported cash/food distribution will be monitored as per the procedures stipulated below:
· Programme operational process monitoring: Assessment of the extent to which the provider has met its service delivery commitments in the Work Plan (including staff, supplies and equipment etc.) and followed the procedures described in SoP for CVP. 
The following processes should be followed to collect monitoring information: 
	Processes 
	Information Need 

	Supplier distribution: 

	· What has been received by beneficiaries 
· What were the conditions of distributions (distance, duration)
· Adhoc visits to the distribution sites (could be anonymously through observation)
· Protection/security issues related to distribution (observation during distribution)

	Information on the project from beneficiary perspective 

	· Awareness of complaint mechanism 
· Database of complaints is in place and regular follow-up on complaints are provided by all entities 
· Knowledge of the conditions of the project (what each beneficiary is entitled to receive, what are the conditions if any)
· Clear understanding of the selection criteria of beneficiaries for the Cash Programming  

	Monitoring of the accuracy of cash delivered to the intended beneficiaries

	· The accuracy and validity of the status of the selection criteria.
· Potential diversion. Triangulation of information reported in the various means of verification.
· Monitoring the status of “ghost” beneficiaries (beneficiary hotline to enable reporting of any grievances)

	Monitor the status of pre-conditions allowing this type of programming: 

	· Assess market capacity / Market monitoring
· Status of the value chain. Anticipating the risk, the price fluctuation, shortages, etc.
· Availability of goods 
· Commodity prices  

	Acceptance of the programming by the community 

	· Perceptions about the project modalities appropriateness by suppliers/non suppliers, beneficiaries, non-beneficiaries, local authorities in relation to the modality of project implementation, beneficiaries’ opinion on the fairness of the level of cash distribution; 

	Security /Do No Harm Principles

	· Identify barriers to access the distribution sites or working sites (CFW) related to gender, mobility and other factors.  
· Awareness of beneficiaries on acceptable and unacceptable behaviours of staff and contractors as well as the reporting mechanisms on safeguarding concerns. 
· Taxation issues at beneficiaries’ or suppliers’ levels 
· Assess the different gender and age perspectives on the cash assistance and how boys, girls, women and men benefit (or not) differently.  



MAIN TASKS FOR TPM 
1.       Development of Methodology, Tools and SOPs:
All tools and procedures for monitoring should be agreed with FRAMES partners (World Vision, Medair and CRS). All relevant forms will be developed by the organization and approved by World Vision Afghanistan. Forms should be bi-lingual to facilitate data collection in local language, and reporting to World Vision Afghanistan in English.  All the tools and forms should follow WVA SoP on CVP of FRAMES partners (World Vision, Medair and CRS). The minimum types of monitoring will include:
· Register beneficiary complaints and feedback for Accountability to Affected Populations
· Conduct direct observation and on-site verification on the implementation of activity using standard on-site monitoring/safety audit tools
· Service delivery verification
· Situational Analysis of population and operational environment.

Standard Operating Procedures should be put in place, for how the field monitors operate including their interaction with partners, non-state entities and local authorities in the field and monitoring application of the humanitarian principles. As FRAMES partners (World Vision, Medair and CRS) works in sensitive sectors, the procedures should also include brief procedures on referrals in cases where safeguarding issues are disclosed to the project team. The procedures will ensure strict adherence to ethical, confidentiality and safety principles by all staff involved in collecting, storing and analysing data obtained during the course of the monitoring- Do No Harm. The monitoring will be conducted in accordance with the WHO Ethical and safety recommendations for researching, documenting and monitoring sexual violence in emergencies as well as in full compliance of World Vision’s Child and Adult Safeguarding Policy.  
2.       Training of Teams:
A training of project and monitoring staff is required to ensure that they understand World Vision’s mandate, programme, partnerships and safeguarding/Do No Harm principles, and that they understand the structure of the data to be collected, compiled and analysed. The organization will facilitate this training, with the support of World Vision Afghanistan’s Monitoring, Evaluation, Accountability and Learning unit staff.
3.       Third party monitoring team:
To conduct the monitoring visits, the organization should be able to mobilize a trusted team, including personnel for:
· Field monitors (if relevant ToRs or JDs for Third Party field monitors should be agreed with WVA),
· Project management, data analysis and reporting.
The teams are expected to visit around distribution regularly during the duration of the contract (November/Dec-21 - May 2022). The field teams will collect photos and videos at the project sites to collect photographic evidence to be submitted to WV Afghanistan in accordance to the WV’s policy on collecting such evidence (ensuring the informed consent of beneficiaries and relevant staff).
4.       Review Meetings:
Frequent meetings with World Vision Afghanistan, and an introductory meeting with partners will be needed at the beginning of the contract. Monthly meetings with the project team will be required to debrief World Vision’s Programme and MEAL teams. These meetings will be arranged by the organization. If possible, these meetings should be held attended by the field monitoring team.
5.       Data Compilation/ Analysis/ Reporting:
The organization(s) will ensure sufficient capacity is in place for data analysis and reporting as well as to ensure data protection. Each month a report should be submitted, as well as a final one by the XX date of the month. Analysis should include access and security updates and maps. Datasets should be available for FRAMES project
DELIVERABLES
The products that will be required to be delivered by the organization(s) are:
· Inception Report including Methodology, Tools and SOPs
· Work plan and Timelines (including details on development of monitoring tools, regular feedback between FRAMES Partners and the organization. Any other key actions that the organization should undertake should also be outlined in the work plan.
· Database of all information collected in the field, whether through mobile data collection ( highly recommended) or on paper based forms. Reports for each site visited should be rapidly retrievable by the organization.
· Monthly and Final analytical reports (covering - Beneficiary verification and feedback for Accountability to Affected Populations, Direct observation and on-site verification on the implementation of programmes, Service delivery verification, and Situational Analyses of population and environment) consolidating information from all sites visited and aggregating those reports by marker including the geographical area/ implementing partner.
· Full sets of photos and videos collected including details of the dates, locations, and the project site visited. Where possible the field monitors should provide some more background information on each set of photos/ videos. All photos/ videos should be accompanied by Informed Consent forms.
· All previous reports should be written in English. 

Terms of Payment
· No Advance payment is made. 
· 40% of the contract price shall be paid based on submission of the inception report and its endorsement by the WV AFGO assigned project representative; 
· 30% of the contract price shall be paid upon submission of the mid- term report and its endorsement by the WV AFGO assigned project representative; 
· 30% of the contract price shall be paid upon submission of the final completion report that fully comply and meet the project deliverables; 

Security and Facilities Arrangement by Consultant
The consultant will be responsible for its own arrangement for security, transportation, communications, accommodation and insurance towards implementation of this assignment as well as in the field in Afghanistan. 


ANNEX
1. 
SOP for Cash/Food Programming World Vision Afghanistan 
2. 
Medair AFG209 Cash Transfer Programing SOP          
3. 
CRS Cash Distribution SoP_DRAFT2021.12.19    
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1.0 Introduction /Purpose

The Standard Operating Procedures (SOPs) aims at providing guidance to the execution of all Direct
Cash Distributions within WV Afghanistan Operational Areas through 3rdparty agent(s).

This SOP focuses on the “Implementation’ and “MEAL” components of the Cash & Vouchers
programming cycle. Moreover, it defines, streamlines and contextualizes the WVA implementation
approach for all non-WFP Direct Cash distributions delivery mechanism. It incorporates lessons
learnt, a context driven approach and measures to enhance internal controls and mitigate risks. This
SOP is intentionally ““Project Execution Focused’’ and does not incorporate the assessment
and design phases of the CVP cycle. WVA will consult the WV Cash Transfer Programming &
Operational Manual for guidance on CVP assessments, design, modality & delivery options, and other
aspects of the CVP cycle not included in this SOP.

Important notes:

a) This SOP does not replace the WV Cash Transfer Programming & Operations Manual (2017),
rather it complements by defining the agreed field based approaches adopted for the
implementation of Direct Cash Distribution in Afghanistan.

b) Despite this SOP’s alignment with industry standards and the incorporation of lessons learnt & best
practices, there might be need to incorporate specific donor requirements within the implementation
& MEAL phases of some grants/projects. WVA will be flexible to accommodate such additional donor
requirements.

2. Scope & Target Audience

This SOP is a field implementation guide for use by all WVA departments/sectors involved in the
planning and execution of Direct Cash distributions through 34 party agents (ie: Hawala). Hence, all
stakeholders directly or indirectly involved in project start-up, implementation, MEAL, reporting and
other support functions must consult this document for guidance on CVP implementation
irrespective of funding stream.

WVA leadership mandates that this SOP be a part of all CVP Projects start-up orientation/training to ensure
good understanding of the protocols prior to commencement of fieldwork.

3. CVP Technical Support, Oversight & Coordination

To avoid uncoordinated, non-standard systems & processes and better manage operational risks
within CVP implementation, WVA has set-up the Food, Cash & GIK Unit (based at the NO) as the CVP
focal point within the NO, to provide inputs in the assessments/design of CVP programs and
technical support for CVP registration, distributions planning & management and reporting. This unit
will provide first hand technical support to all CVP implementation, engage with DM Cash Advisor
and DM Operations Advisors for additional guidance and support where required.

Core responsibilities of this unit within WVA CVP Programming:
= Facilitate orientation of WVA SOP at start-up workshops
Focal Point for LMMS usage (field training and support)
Orientation/training for project staff on distributions planning, management and reporting

Conduct internal reviews/pre-audits of distributions reports & records for all CVP projects

uu Uy

Operational focal point and coordinates distributions planning between FSP and WVA (all CVP
projects)

U

Periodic in-person monitoring of CVP distributions to verify compliance and standards

U

Support WVA representation in the cash working group and other external engagements
related to CVP

= Uploading all CVP monthly, quarterly and End of Projects internal WV reports as per DM
requirements unto the Disaster Grants Data Base (DGDB) and filing hard-copies within the
office
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= Ensuring all required CVP templates are uploaded unto the WVA box filing system for easy
access by all stakeholders

= Troubleshoot and resolve technical issues faced by field teams in collaboration with project
management, Zonal management, SLT, and/or DMT (as required)

= Escalate issues at different levels within the office for prompt actions when necessary

4. Operational Communications Protocols - FSP & WVA

WVA has mandated the Food, Cash & GIK unit as its liaison with the Financial Service Provider (FSP)
in distributions planning, distributions execution & distributions reporting and will interact on the
following tasks/areas:

o WVA contact point with the FSP on all direct cash distributions activities irrespective
of donor — focusing on distributions planning, distributions execution & distributions
reporting.

o Coordinate with the FSP on all issues relating to disbursement challenges, delays,
late reimbursements, modification of distribution dates, and all other distributions
related issues;

o Receive all approved distributions plans from projects, share with the FSP via email,
and obtain an acknowledgement.

Notes:

o WVA leadership forbids individual project teams from engaging directly with FSP when it
comes to the distributions planning & execution.

e In circumstances where the donor directly contracts the FSP, the above protocol will not apply.

5.0 Government Engagements/Projects Endorsement
In keeping with standing government protocols, the Operations Team (Project Manager/Operations
Manager) will undertake the following actions:

= Submit approved project summary/profile via online platform template to the Ministry of
Economy and seek introduction letter.

= Submit hard copy of project introduction letter to Ministry of Economy (MoEc) using MoEc
approved template, along with project documents (project proposal, contract/agreement,
project budget and project timeline). The signatory on the WVA introductory letter must be
the authorised WVA staff officially known by the Ministry as the person authorized to sign
such documents.

= Project Manager/Operations Manager follows up with the Ministry of Economy on receiving
the original hard copy of the project introduction letter to provincial DoEc department.

= Upon receiving the introductory letter from the central Ministry of Economy, the Project
Manager/Operations Manager prepares another introductory letter for the Dok,
accompanied by the introductory letter from the Ministry of Economy and another set of
project documents (similar to those submitted to the ministry).

= Thereafter, the provincial DoEc will set-up the Project Review Committee (similar to Go/No
Go). This committee includes representatives from DokEc, provincial government, and sector
line departments.

= If acceptable, the provincial review team issues an endorsement letter/go-decision authorizing
the project to proceed with certain conditions contained in the letter. WVA must ensure that
these conditions do not compromise any of the core humanitarian principles or organizations
core values.

World Vision Afghanistan, Standard Operating Procedures — Non-WFP Direct Cash Distributions





= Project team sensitizes the project review committee on the project objectives, beneficiary
caseload, transfer value, delivery mechanism, selection criteria, duration of assistance,
humanitarian principles, among others.

Selecting/Contracting Financial Services Provider (FSPs)

The sourcing, selection and contracting of the FSP will follow standard WVA procedure for any Service
Contract provision as described in the WV Supply Chain Guideline. Due to the operational context,
WVA is adopting the below approach for contracting of the FSP.

= WVA will only work with FSPs that have the capacity to pre-finance cash transfer
distributions. VWWVA will pay FSPs for both service fees and cash transferred to beneficiaries
on a reimbursement basis after reconciliation and verification of actual distributions carried
out to project beneficiaries. There will be no cash advances.

= WWVA has made a strategic decision to sign long-term agreements (LTA) with qualified FSPs,
in view of the high demand for such services within its operations. This decision will ensure
that FSP services are available at short notice in a fragile context like Afghanistan. Therefore,
WVA strives to have more than one FSP with an LTA at all times.

= In similar spirit of fast-tracking FSP services and effective prepositioning, WVA will submit FSP
contract template(s) to WVI Legal (once-off process) for review prior to the commencement
of sourcing process. If an already approved template exist, then this action is not necessary.

Scenario A: Default Approach (Long Term Agreement with FSP)

= The requesting project will prepare Purchase Requisition (PR) through provision with all
required information about the financial services needed (check supply chain for guidance on all
mandatory fields for the PR/attachments)

= PR will go through the routine approval process on the Provision Platform

= Once approved, WVA supply chain will link the PR to the FSP LTA within the provision
system

= WVA Supply Chain will then contact the FSP about the new services required and invite them
for engagements with the project team to understand the needs and to discuss operational
issues. This ensures all parties have similar understanding of specifics, operational conditions,
etc.

= Following the meeting, operations (project manager/operations manager) must develop an
operational plan detailing responsibilities/expectations of both parties with regard to the cash
distributions processes. The Operations Manager/Integrated Programs Directors will sign on
behalf of project while the FSP authorized representative sign on behalf of FSP.

Note: Depending on contexts and other considerations, the content of each operational plan may differ per
project. Hence, the operations team needs to be aware and act accordingly.

Scenario B: Unlikely/but possible (No Long Term agreement with FSP)

While WVA has committed to ensuring that there is always pre-qualified FSPs as per scenario A
above, there could be situations that lead to suspension or disqualification of selected FSPs due to
acts like non-compliance/breaches that expose WV to high risks/liability and such situations will
trigger scenario B.

The supply chain department will commence the sourcing of an FSP through the standard
procurement processes as follows:

= The Project Management will raise a PR in Provision
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= Supply Chain will launch RFQ, open bids and analyse

= WVA multi-stakeholders team (SCM, OPs, security, finance, etc.) will conduct physical
assessment (where applicable & for new FSPs) and draft report including mandatory block
party screening. VWVA Supply Chain department will file both field assessment reports and
block party screening certificates for future reference.

= WVA procurement committee will meet and recommend one or more FSP meeting the
predetermined criteria for approval

= Supply chain will draft an LTA contract as per PC recommendations and send to the ND for
approval.

= Thereafter, when services are needed, similar steps as above (Scenario A) will apply
7.0 BENEFICIARY SELECTION, VERIFICATION & REGISTRATION
7.1 Work-plan & Team Composition

As soon as there is firm indication of an award, the Project Manager shall organize a planning meeting
with the MEAL and FCGU teams, in consultation with security and zonal management, to develop a
work plan for the entire beneficiary targeting exercises commencing from community meetings
through the establishment of the Master Beneficiary List. This plan will be a working document subject
to modifications depending on achievements against targets. This meeting should provide guidance on
the following:

= Tentative timeline for initial selection, verification, LMMS/Excel registration, and notification of
communities of final eligible list;

= Verification team numbers & composition

= Agreement on verification team recruitment coordination with P&C

1.2 Community Entry Meetings

Project field teams will hold entry meetings at village level with local structures (CDC/local Shura/
Arbab, community liaison) to sensitize them on project activities. Key discussion points will include
targeted villages, quota per village, selection criteria & processes, verification process, identity
documents, timeframe, etc.

Following the entry meeting, the following actions will take place and may differ depending on whether
rural or urban.

7.3 RURAL COMMUNITIES - Selection of Initial Potential Beneficiaries:

= The local structures (CDCllocal Shura/Community liaison) will conduct initial selection of potential
beneficiaries based on the agreed selection criteria & villages quota through an open village

meeting;

= The local structures (CDCllocal Shura/Community liaison) will compile, sign and stamp the initial list
of potential beneficiaries and hand over to project field agents for further processing. Where
stamps do not exist, the names, functions, and thumbprints/signatures of the local leaders will
suffice.

= Thereafter, the project operations team will hand over the list to MEAL for HEAT vulnerability
analysis exercises.

7.4 URBAN SETTING - Selection of Initial Potential Beneficiaries:
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= The local structure (CDCllocal Shura/Community liaison/Wakil-e-Gozar) will conduct initial selection
of potential beneficiaries based on the agreed selection criteria & villages quota through an open

village meeting;

= The local structure (CDCl/local Shura/Community liaison/Wakil-e-Gozar) will compile, sign and stamp
the initial list of potential beneficiaries and pass on to the district administration for review and
endorsement. Where stamps do not exist, the names, functions, and thumbprints/signatures of the
local leaders will suffice.

= The District Office will review and endorse list of potential beneficiaries & hand over to WYV Field
agents for further processing;

= Thereafter, the project operations team will hand over the list to MEAL for HEAT vulnerability
analysis exercises.

Important Note: Projects must securely file all original hand-written beneficiary lists from the local
structures within the project office as evidence of community participation and ownership. Do not discard or
misplace these lists.

7.5 VERIFICATION IN RURAL & URBAN COMMUNITY SETTINGS

WVA has established the CVP beneficiary verification sampling thresholds to ensure consistency and
uniformity of approach within the confines of donor and WVI requirements. Please see reference table
below:

Unconditional

|
501 1000 1000 500 50
1001 3000 | 1000 | 1500 | 50 | 500 | 1200 40
3001 6000 | 1500 | 2400 [ 40 | 1200 | 800 30
6001 | 10000 | 2400 | 3000 | 30 [ 1800 | 2000 20
10001 | 20000 |3000 [4000 | 20 | 2000 10
20000+ [ 4000 [4500 | 15 R

Notes: This table represents WVA established thresholds for all its CVP projects for instances where the decision
rests with WVA to determine. Where the donor pushes for a different sampling size and avail the necessary
resources to meet that, WVA is obliged to follow.

= The MEAL team will lead beneficiaries’ verification exercises in collaboration with the project
operations team. MEAL will utilize the Household Economic Approach Tool (HEAT) through
KoBo-collect. The project operations team cannot conduct verification unilaterally.

= WVA establishes a targeting error threshold not exceeding 10% of the verification
population. Please see conditions/actions to be taken:

o If inclusion/exclusion errors exceeds 10% of the population in a sampling approach (
50% and below of the targeted population), the project will require the communities in
question to re-do the entire targeting exercise under closer facilitation by WV staff..

o If inclusion/exclusion errors exceeds 10% of the verified population (/00% scenario —
all households verified), the project will only require the communities to introduce a
new list to cover the percentage of household determined ineligible from the
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exercise. Redoing the entire process in such scenario is not required. The
supplementary list will be subject to HEAT analysis like the rest.

Note: Where a donor requirement differs from that of WVA, follow the donor preferences.

= As part of the verification process, VWVA will aspire to use government issued identity
documents for identity validation. Where government issued ID do not exist, the project will
encourage households to obtain a signed letter/paper from the local structures
(CDC/Shura/community liaison/religious leaders) confirming the personal detail of the
household head and where he/she resides. Projects must develop templates in advance of this
purposed and available for use on distributions day. This will ensure fast turnaround at the
FDPs.

= WVA MEAL team analyses the verification exercise and produces the list of qualified persons
for inclusion into the program.

= After the final list is derived, WVA has endorsed two approaches for providing feedback on the
outcome of the verification process:

o Meeting: the project operations team will meet with the local structures and share
final listing. The local structure will then inform those whose names made it to the
final list.

o Phone calls — project operations team will communicate with each qualified
household of their selection into the program. (this more applicable in urban than rural
areas)

o At the beginning of each operations, project management should establish which
mechanism(s) it will apply and include that as part of the beneficiaries’ selection,
verification and enrolment process write-up.

The agreed threshold, verification frequency & sampling methodology must be included in the Targeting
exercises TOR jointly developed by MEAL and Operations for each project and sign off by both managers.

7.5 Beneficiaries personal information collection

WVA has a global data protection policy and WVA will comply with principles contain therein. To this
end and for the purpose of this SOP, WVA will collect only information needed to ensure the successful
implementation of the CVP program.

WVA will seek ‘verbal consent’ from the beneficiaries at the time of registration during the pre-
registration address. Hence, the pre-registration messaging script must include notifying beneficiaries
of the type of information we will collect, the purpose of collecting the information, how it be secured
by WVA, and who are the possible partners that will have access to said information; and thereafter,
seek their willingness to avail this information.

Therefore, as a standard and in alignment with the WYV Last Mile Mobile Solutions (LMMS) beneficiary
registration application, the below information is sufficient for program implementation:

I. Assigned ID ( National ID or other provided ID unique code)
Community/Village

Given Name ( First Name)

Family Name

Gender

Date of Birth

N o Uk~ W DN

Age
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8. Marital Status

9. Relationship with Account Holder

10. Note: Proxy recipient name

I 1. Photographs ( dependent on context/cultural acceptance)
Notes:

1) Depending on the nature of the intervention or based on anticipated expanded support to the same
communities in other sectors, additional information could be collected to ensure such information is
available and quickly accessible for new programming as funds become available.

2) At the beginning of responses, the operations and programs teams must decide whether to collect the
minimum or expanded personal information. Other household information could include pregnant,
lactating, disabled, orphans, returnees, IDPs, etc) only if this is a mandatory requirements to achieve
project objectives.

= WVA will begin the beneficiary registration through KoBo-collect at the time of verification
after receiving initial list from the local community structures.

= Following the beneficiary verification process, MEAL and Project teams ( with support from
FCGU) will collaborate as follows:

o Export eligible beneficiaries’ data from ODK platform to LMMS for generation of
master beneficiary lists (where feasible) or.

o  Establish LMMS registration sites within the affected communities to take photos
and capture other necessary beneficiary info.

= Now, WVA approved the use of ODK and LMMS in the WVA CVP programming. However,
ComCare and other approved digital platforms may replace LMMS depending on donor or
other considerations. WVA should select the approved application that best meet its needs.

7.6 FORMAL REGISTRATION OF ELIGIBALE BENEFICIARIES

As per DM guidance, the use of digital platform is preferred for managing project beneficiary data.
Hence, WVA adopts Last Mile Mobile Solution (LMMS) as “the recommended application”
for beneficiary registration and distributions under the non-WFP CVP grants (without a donor specific
system).

Where cultural sensitivity does not allow the taking of photographs, WVA will respect local customs,
and omit the taking of photographs. Hence, VWVA approves the issuance of LMMS cards without photos
under such conditions.

If for any justifiable reasons the use of LMMS is not feasible, WVA will seek a waiver to use an
alternate system through the DM Senior Advisor. Irrespective of whatever options proposed, under
no condition should a project not have electronic master beneficiary list.

8.0 DISTRIBUTIONS & SECURITY PLANNING PROCESSES

8.1 Phase I: WVA Processes & Timelines:

Step I: The project will raise a service PR on ProVision for each circle of the distributions. The
relevant approving authority as per the NO guidelines will approve the PR in the system, thus granting
the project clearance to proceed with the distributions planning.

Step lI: Distributions Plans (Who Prepares):
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Seven (7) working days before the planned date of distributions, the following documents will be
prepared to kick-off the cash transfer distributions process.
For unconditional Transfers: The Cash Officer/Field Project Manager will:
= Verify and update the Plan Beneficiary Distribution List
= Prepare the Distributions Plan in consultations with project team, zonal manager and FSP
For conditional Transfers (ie: Cash for Work, cash for training, cash for health, etc): The
Cash Officer/Field Project Manager will:
= Obtain attendance tracking registers from the respective institutions/project management
committee
Prepare/Update beneficiary distribution list
Prepare the distributions plan in consultations with project team, zonal manager and FSP

Send the draft distribution plans to reviewers along with a printed/scanned copy of approved
PO.

vl

Step II: Who Reviews/Checks?
WVA will have two reviewers for cash transfer distributions planning document (| day allocated for
this task).
= Distribution Plan Reviewer I: Zonal Manager - The draft plan goes for crosschecking and
endorsement. If there are any discrepancies, the reviewer returns the documents to the
preparer for correction and re-submission.
= Distribution Plan Reviewer llI: The Security Manager will sign off on the distribution plan
in addition to the Security Plan.

Step lll: Who Approves (budget holder):
= The reviewed distribution plan and link to the final planned beneficiary distribution list
(PBDL) goes to the Project Manager for final check and approval. If there are any
discrepancies, the PM returns the documents to the preparer for correction and re-
submission.
= Once there is agreement, the PM signs off and send to the Food, Cash & GIK Unit for FSP
engagements and filing.

8.2 DISTRIBUTIONS SECURITY PLANNING

WVA mandates the development of security plans for each distribution cycle as a “Risk Mitigation
Tool” and not a mere checklist. Hence, it is obligatory that all concern parties discuss, understand
and know how to operationalize this plan.

Accordingly, distributions security planning will following the below steps:

e Project Managers initiates the security plan using existing template and share with the Security
& Access department;

e The Security & Access department will review, adjust, edit and approve the plan.

e After approval, the Security & Access department will share the approved plan with the PM,
Zonal Manager, Food, Cash & GIK Unit and other relevant stakeholders for their information
and action

e Security & Access department will provide comprehensive briefing to the distributions teams
prior to their departure for field each day.

e Project & Zonal Managers must ensure distributions teams comply with all agreed actions
within the security plan

e Violations of the distributions security protocols will trigger prompt management actions.

8.3 Phase ll: Interactions between FSP & Cash Unit
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Step I: WVA Cash Lead (Food, Cash & GIK Manager or designate) sends scan copy of the approved
distribution plans to FSP via email along with updated Planned Beneficiary Distribution List. The
Food, Cash & GIK Manager or his designate must copy the project team, zonal management, MEAL
and security.

Step II: The FSP reviews and affix signature and stamp on the scan plan. Thereafter, a scanned copy
is send back to FCGU acknowledging receipt and agreement to the plan.

Step llI: The FSP source cash as per approved plan and organizes its own logistics to be onsite
consistent with date and time agreed in the plan.

8.4 Community Notification of Distributions
Project team will notify beneficiaries at least 48 hours prior to the distributions day. The agreed two
approaches are:

= Phone calls to local leaders & beneficiaries ( where connectivity exist)

= Visit to the communities to notify the local leaders who in turn sensitize the beneficiaries
Depending on the situation, a project may use one or both approaches.

8.5 AT THE DISTRIBUTION/PAYPOINT

The WVA distribution team will set-up the distribution point layout taking into account, COVID-19
protocols, the different tasks, the building design or if outdoor location. Where feasible, practical, and
secure, VWVA allows the setting up of distributions outdoors to limit exposure.

The distributions team will ensure all the necessary information dissemination materials are available
at every distribution site (project profile, entitlements information, help-desk/accountability info, pre-
distributions messaging script, etc.)

8.5.1 COVID-19 Mandatory Measures
= WVA will set up two handwashing stations/hand sanitizing stations at the entrance and exit
respectively. A WVA volunteer will sanitize or oversee that each beneficiary washes his/her
hands before entering the waiting area and similarly as he/she exits the distribution venue.
= There must be hand sanitizers on each desk or table being used by the WV and FSP agents
= WVA Staff, volunteers and community partners will wear masks & gloves at all times while at
the distributions site.

Note: The COVID-19 protocols are to remain in place until such time WVI advisory rolls back this protocol.

8.5.2 Staff & Volunteers Visibility:
In keeping with best practices, WVA will ensure that all its staff, casual workers and community-assisted
volunteers wear attires that distinguishes them from others. The different WV groups will utilise
different visibility materials for easy recognition. Therefore, WVA will implement as follows:
= All WVA contracted staff assign to distribution points will utilise vests and cap with WYV logo
= All WVA daily-hired assign to distribution point will utilise colourful vest with inscriptions
casual workers at the back.
= All community representatives assign to distribution point will utilise elastic hand-band with
inscription (community representatives)

= WVA will ensure the FSP staff utilize visibility markings during all distributions. This should be
included in the FSP contract or addendum.

8.5.3 Handling of Cash in the field
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WVA Staff will not handle, transport or be in possession of cash belonging to the FSP at any time
before andlor during distributions. This is solely the responsibility of the FSP.

Payment Process:

The FSP transports money to the designated pay points as per the agreed distribution plan by
whatever means it deems safe, efficient and practical. WVA will not be a party to organizing
or assisting in this regard and will not reimburse for any losses incurred by the FSP while in
the execution of this contract.

WVA will designate a distributions team leader who supervise activities at the distribution
point

WVA distribution team usher in the beneficiaries & undertake the following core actions:

o Conduct pre-distributions messaging from a prepared script

o Verify each HH by comparing information on the PBDL, WYV Token/LMMS Card or ID

o Issue a payment voucher to each verified beneficiary for presentation at the FSP pay
point agent. Each beneficiary issued with the voucher signs the WV BDL by thumb-
printing (manual) or scanning LMMS card for e-signature.

FSP Rep perform the following actions at the FDP:

o FSP receives the WVA issued payment voucher from the beneficiary & verifies it
authenticity by mutually agreed indicator(s)

o Once vouchers is valid, the FSP counts cash in full view of the recipient & WYV agent.
The beneficiary counts the cash before departing the pay-point. A second
beneficiary signature is not required at the FSP pay-point. The FSP will retain
the vouchers to reconcile their disbursements.

WVA distribution team and FSP Agent(s) will conduct daily reconciliation. WVA
distribution team leader, FSP representative & local structure representatives will sign
reconciliation report. All signatories’ names spelled out in full before affixing signatures.

The Use of Proxy Recipients (Alternates of the HH) at CVP Distributions

WVA will allow registered alternates (proxies) to collect household entitlements at the
distributions. These alternates must be those authorized by the principle recipient at time of
registration.

Minor Children showing up as recipients
WVA will not distribute cash to any minor at its distribution points. If an adult within the
targeted household is not available, the below may be acceptable to allow distributions:
o The child is accompanied by an adult neighbour or friend and attestation obtained from
the local community structure representative in writing. The distributions team will
document and provide a list of all such situations to the MEAL team for follow-up.

o The MEAL team will conduct post distributions visit to the identified homesteads to
confirm that the cash received did reach the household prior to next round of
distributions.

No Show on Distributions Day

WVA will ensure proper sensitization is done about distribution dates to enable all registered
beneficiaries attend. However, if neither a household or proxy show up on the scheduled
distribution dates, the following will apply (subject to alignment with any project related donor
conditions) :

o The distributions team will prepare a list and share with MEAL for household visits
to establish household situation. The outcome will determine what course of action
the project takes moving forward.

o Delegation: if a household travels or indisposed during the distributions period,
delegation is acceptable only under the following conditions:

World Vision Afghanistan, Standard Operating Procedures — Non-WFP Direct Cash Distributions





13

= the designated person brings along the HH LMMS card, ration card or registration
token issued by WV and
= the designated person to be endorsed by the community representatives supporting
the distributions process in writing
Again, the operations team will document such incidents and provide listing and locations to the MEAL team
for post-distributions follow-up to ensure cash reached the households.

9. FSP Invoicing & Reimbursement

= W/ithin 3 business days following each distribution cycle, the FSP will submit an official
invoice to WV Supply Chain for processing. See below Terms & Conditions.

= The FSP must submit two separate invoices — |) one for cash disbursed to beneficiaries 2)
service fees. Invoices must contain the following details.

Invoice contains a ProVision PO number

Invoice Lines match the PO in ProVision

Invoice Date

Invoice Number

Total amount, tax deduction of transfer fees, Net amount for the bank transfer

= WYV finance requires three core documents for processing of payment to the FSP. They are:
a) valid original FSP’s invoices for actual distribution
b) valid original FSP’s invoices for service charges
c) Certification of services/goods received uploaded unto ProVision by project team

= No additional documents is required from the FSP for invoice processing.

= WVA Supply Chain will submit the FSP invoice package to the Cash, Food & GIK Unit for
reconciliation by a 2 member Cash Transfer Reconciliation Team (CTRT), comprising a MEAL
representative and the Senior HIRO from the FCGU, on the same day it receives the package
from FSP.

= Upon receipt of the package, the Food, Cash, & GIK unit will convene the team for the purpose
of reconciliation.

= Reconciliation Process:
= The CTRT shall reconcile the FSP Invoice Package within 24 hours of receipt by :
o Triangulating information amongst approved distribution plan, verified PBDL, ABDL,
DP Reconciliation reports, & LMMS reports;
o CTRT shall complete the reconciliation report template with recommendations to the
PM for action;
o Should the CTRT identify any anomalies that require the FSP to rectify, the CTRT shall
inform the SCM, Cash, Food & GIK Manager, Project Manager of their concerns? SCM
will inform the FSP to rectify and resubmit the invoice package.

= The Project Manager will receive the Invoice Package with the CTRT recommendations, and
shall review and process certification letter for uploading on provision within 24 hours of
receipt from TRT. Thereafter, the PM sends the certification letter, along with the CTRT
reconciliation report and the FSP invoices to SCM and scan copies uploaded into provision as
per procedure.

= WVA will process FSP payment via bank transfer only to the designated banking information

contained the FSP contract with WV. WVA commits to processing all payments within the
stipulated |5 business days.

World Vision Afghanistan, Standard Operating Procedures — Non-WFP Direct Cash Distributions





14

= Once WVA Finance transfers, they will send a payment notification to SCM copying the Food,
Cash & GIK Unit and Project Manager. The SCM will thereafter notify the FSP via email of
payment details.

12. MONITORING , EVALUATION, ACCOUNTABILITY & LEARNING

WVA recognizes that the scope, frequency and type of activities under MEAL for CVP projects may
differ depending on context and donor specific requirements enshrined in the award MEAL Plan.
Secondly, WVA commits to conduct a humanitarian accountability assessment in targeted communities
to determine community preferences for the pillars of HAP in all CVP projects.

Meanwhile as a minimum, WVA is herein proposing the below MEAL activities as _minimum
threshold for all CVP grants within the NO. WVA recognizes that these activities may be done by
direct WVA staff or through a 3rd party (AWAAZ Afghanistan). The bottom line is to have these tasks
executed.

12.1 Minimum for all CVP Projects

12.1.1 Humanitarian Accountability: WVA recognizes the integral part accountability plays in
the project cycle and building trust between the community and WYV on one hand, and WV and
other stakeholders on the other. Therefore, WVA commits to implementing the following as
minimum thresholds for all CVP projects.

A) Complaints & Feedback Mechanism
The proposed systems below will allow the project team receive prompt information on
challenges and irregularities from key stakeholders’ most especially beneficiaries and act upon
them immediately.

a. Help Desk: Set-up a helpdesk at each distribution point, consisting of |(one) male
and | female Help desk complaint collectors. They will be responsible to receive
complaints and feedback from the beneficiaries at the distribution centre and refer
those to the Project and MEAL staff for processing and immediate action.

b. Hotline (Toll free): this line will be operational for calls and messages from
08:00am to 5:00pm, but callers will be able to leave messages outside this period.
Project should display this number on banners at distributions sites and included in
the project information leaflet given to beneficiaries.

c. Focus Group Discussions: MEAL teams will conduct focus groups discussions with
men, women and children separately to collect any concerns, issues and comments
about the project. The project team will receive FGD outcomes for action &
feedback.

Note: Context, donor requirements and other factors may necessitate additional measures. At the beginning
of each project, this must be determined and agreed.

B) Information Provision:
= Both the operations and MEAL teams will be involved in providing information to beneficiaries
and other stakeholders. Both the MEAL and Project Managers should mutually agree at the
beginning of each project who does what under information provision.

e Community Meetings: mandatory community sensitization regarding the project activities,
beneficiaries’ selection, vulnerability criteria, start-up processes and all relevant information.
Project must develop written plan for sensitization, have it signed off by both MEAL and PM.

e Erect banners with information on project objectives, beneficiary rights, Community Response
Mechanism, hotline number, safeguarding issues, and other relevant information at all
distribution sites. The PM, MEAL and communications will jointly prepare these banners at the
project start-up phase.
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e Recorded messaging on loud speakers at distribution points with same messages as the leaflet.
= Issue business cards to beneficiaries with hotline number.

C) Participation & Consultations: At minimum, communities will be engaged in the initial selection
of the beneficiaries, support in identification of distribution points, participate and support in the
distributions process.

12.2 Monitoring:

The type of monitoring activities and frequency will depend on MEAL plan indicated in the project
proposal and agreed with the donor.

Monitoring is critical in all programs but even more important in a high insecure environment like
Afghanistan. In order to deal with this need, the project will implement the following monitoring
processes during the life span of the project.

Onsite Monitoring (OSM): mandatory for all CVP distributions and takes place in the community
and/or distribution centre. The MEAL staff will visit the distribution centre to conduct the OSM. The
OSM will mainly focus on establishing whether or not the project conducted distributions (layout,
organization, security/crowd control, accessibility, staff visibility, information provision, and overall
process.

Focus Group Discussions/post distributions:

Within 15 days after distributions, the MEAL team will conduct FGD that focuses on confirming
beneficiaries receipt of entitlements and to ensure that fraud has not happened and /or if happened is
reported immediately. It will not contain any outcome indicators.

Post Distributions Monitoring: The standard frequency for PDMs will be_quarterly. However, if
donor required or context warrants, the frequency can be adjusted downwards. Project MEAL Plan
must indicate the applicable frequency for conducting PDMs. The PDM will focus on the below areas:
Household Welfare, Entitlements Utilisation & opportunity cost, Protection & Do No Harm,
Humanitarian Accountability, Community Consultations, and Work Norms (if CfA). MEAL team will
determine the appropriate sample size in proportion to the beneficiary caseload per
village/community. PDM will employ simple random sampling method with 95% confidence interval
and 5% margin of error.

Price Monitoring: Monthly price monitoring is mandatory for all CVP programs. Regular monitoring
of key commodities prices to see trends and allow for prompt management actions is critical. The
Project team or a 34 party can collect the data.

Once WVA continues to be part of the Afghanistan Joint Market Monitoring Initiative (JMMI) and have
access to the monthly commodities price monitoring data, plus the WFP price monitoring reports,
there may be no need for another exercise. However, if there is any missing information, the MEAL
team will conduct market monitoring for those specific missing locations as needed.

12.3 Evaluation/Lessons Learnt

For the project with a duration of at least one year, the project will conduct baseline at the beginning
and end line at project closure. However, award MEAL Plan will determine course of action.

Secondly, CVP grants must budget and plan for after action learning to ensure continuous learning and
improvements.
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Annex II: CVP Reporting & Documentation

Annex Ill: Template- Cash Transfer Reconciliation Report
Annex |V: Template - Project Manager’s certification of services
Annex V: Template-Distributions Security Plans

Annex VI: FCGU Mandate & RASCI

I. WV Cash Transfer Programming and Operations Manual (2017)
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Medair AFG209 Cash Transfer Programing SOP.pdf
Medair Cash Transfer Programing SOP — FRAMES

The cash transfer programing standard operating procedure is based on the Proposal Narrative and

M&E plan that Medair submitted to donor. It is summarized in more detail below:

Provincial Level Meetings — The PC, Project Managers, Supervisors and Assistants will meet with
Provincial Governor, DAIL, PRRD, ANDMA, UN bodies and NGOs in the provincial capital
(Nili/Kandahar). They will Introduce the FRAMES project aims and objectives to them regarding
the cash amounts and the value of this intervention alongside other sectoral activities. They will
also share the project description in Dari/Pashto as necessary. To the Governor, affirm that MoU
has is signed with the line ministries and ask for letter of introduction to the concerned District
Governors.

District Level Meetings — Meeting with DG, NGOs and community will be held according to
triangulation method the with District Governor and other District stakeholders (DDA, Village
Department, PRRD, Technical and Sectorial Department and local NGOs) to introduce the FRAMES
aims and objectives and share introduction letter from Provincial Governor. The cash distributions
or cash amounts are not specified, merely explanations about our aim to support the poorest
families. For the concerned areas explain that you can assist a certain number of beneficiary
households immediately in their District. Ask the District Governor to recommend AREAS of his
district most vulnerable to food insecurity and natural disaster that have not received recent aid.
Clarify, the project will only assist X number of people in the poorest area, rather than to cover
the entire district (to reduce chance of conflicts among families). Ask for introduction to
Community Leaders in these areas. In this meeting the other NGOs are consulted to identify their
specific target areas and the CDCs that they are supporting. If they are helping specific families,
ask if we can compare lists after step 3 below to avoid duplication.

Community Level Meetings - The community meetings will be held with CDC and Community
Leaders in the areas specified through district level meeting for introducing the Medair, explaining
the project aims and objectives. It is best not to discuss cash at this point but just to say that we
want to do a general assessment to assist the poorest households and evaluate the Food Security
situation. Clearly explain these aims and very clearly explain the vulnerability criteria. Remember
also to explain the Feedback process. For Kandahar, explain clearly and exactly the estimated
number of beneficiary households in community area district and ask for a COMMITTEE of
Community Leaders/CDC Members to provide a list of beneficiary households based on the
following criteria. They must also certify with their signature that this is a list of the most
vulnerable families in their respective areas.

Cash for Food will be provided to households within the communities that meet the following

vulnerability criteria:
At least 1 adult female of reproductive age (18-50 years); OR
At least 1 child < 5 years old

The following additional categories will be used to prioritise the most vulnerable households meeting

the above criteria for assistance:
Female or child headed household
No able-bodied adult male (18-60 years)





. IDP status (including recent, prolonged or protracted)

o Family member with chronic illness / disability

o More than 4 children < 18 years; 3 or more children < 5 years
o Poor household food consumption score (FCS) classification

o Current food stocks of 1 week or less

o Reduced Coping Strategies Index (rCSl) score of >3

o Rented housing

o Financial debts

o No regular monthly income

The cash for food assistance aims to reduce vulnerability to acute malnutrition, and complements the
health and nutrition project by targeting households with females of reproductive age and children
under 5 that have additional societal and demographic stressors which may contribute to further
strains on food security and ability to meet household nutritional needs. The criteria are outlined to
allow identification of the most relatively vulnerable households within the targeted communities,
rather than setting specific thresholds for eligibility.

4. Households Registration — List of the registered households through the community meeting
will be compiled and entered in computer for creating a small database of the households for
future references and next steps of the program. For Daykundi, the most impacted CDCs will be
selected and all households in those villages registered.

5. Randomization — For Kandahar, all households proposed by community committees will be
assessed in step 6 below. For Daykundi, a randomly selected sample (10%) of households will be
assessed to confirm baseline food security status. Random selection is conducted outside of the
Food Assistance staff team. Confirmation of vulnerability and poor food security will be made.

6. Vulnerability Household Assessment — Make clear to the leaders that households will be visited
and interviewed and those that do not meet the vulnerability criteria will not be included in the
final list. We need to ensure that we don’t pass over any HH identified by the CDC leaders without
having some records to support an observation that they are too wealthy to include. So, the
enumerators can observe suspected non-vulnerable households, but still administer the
guestionnaire to collect data on why they aren’t eligible. If the enumerators strongly suspect the
respondents of not telling the truth in their responses, then they should make a note on the
survey, and a more senior staff member will need to follow up. It is worth mentioning that all the
activities will be done by considering the Covid 19 related preventive measures like, wearing face
masks, maintaining the social distance, etc. This assessment forms the basis of beneficiary
selection (in Kandahar) and confirmation of targeted communities (in Daykundi). It also provides
the baseline food security conditions for the beneficiaries before food assistance is provided.

7. Modify list of households in community — As described above, it is expected that some
households provided by the Community Leaders will not meet the project criteria. If a household
does not meet the criteria then a specific record of why will be kept. Medair will return to the
Community Leader to explain why some households were not eligible and to remind them of the
eligibility criteria. A list of replacement households will be made by the Community Leader
COMMITTEE. Medair may suggest alternative vulnerable households, identified during the
Household Observation and Questionnaire stage. These new households will be visited to
establish their eligibility in the project and revised further if necessary.





10.

11.

12.

13.

Finalization and Sending the Household Assessment Forms — The collected household
assessment forms are finalized and sent to server. Later the forms are downloaded from the server
for analysis.

Data Processing and Analysis — Once all household assessments are completed, the data is
analysed by the Food Security Advisor. Baseline food security indicators are summarized. For
Kandahar, a proposed selection of the most vulnerable beneficiaries is made by using a cumulative
Vulnerability Factor Score to select the households with the most criteria, as per above list in Step
#3. The number of chosen households will be provided back to the team. This will constitute the
final beneficiary list.

Attendance, Voucher and Payment Sheet Creation — Attendance for food security training will be
made. The vouchers and payment sheets will be made for the beneficiary households. For
Kandahar, tokens will be prepared and distributed to selected households ahead of the
distribution.

Market Price Survey — Market price survey at the end of the months before the cash distribution
and after the cash distribution is done to assess the availability of the food items in the local
markets.

Cash Distribution Food Security Training — Beneficiary households will be invited to a distributions
point at a time and date arranged with the Hawala. More information coming on Hawala
contracting, plans for distribution days. The food security training will be conducted just before
the cash distribution on the same day in a group of not exceeding the 10 people. All the Covid 19
related preventive measures taken during the trainings and throughout the CTP activities. In this
training the beneficiaries are explained to use the provided cash for nutritious food only. The
beneficiaries are encouraged to purchase the local food items for empowering the local markets.
After getting the food security training the distribution will take place in two tables.

a. Inthefirst table two Medair staffs will be there for the beneficiary identification. The CDCs
leader will also be sitting next to this table identification and confirmation of those
receiving the cash on behalf of their family members. The thumbprints of the identified
beneficiaries received food security training will be taken on the food security attendance
sheets. After getting the thumbprints a voucher and a food security booklet will be given
to the beneficiary and will be guided towards the next table.

b. The Hawala agent and one Medair staff will be sitting in the second table. The voucher
will be taken and initialized in this table. A thumbprint of the person receiving the cash
will be taken and the cash will be given to him/her by the Hawala agent. A photograph of
the person receiving the cash will be taken for the sake of addressing post-distribution
issues if any. In Kandahar, a photograph of the person’s ID and thumbprint will be
collected instead.

Two banners will be installed at each distribution point. The first banner contains the project
details, location, main and addition selection criteria, additional considerations priority,
confidential feedback hotline for male and female. The second banner contains preventive
measures against Covid 19 and hygiene massages.

A feedback box will be placed at each distribution point to get the people feedback about the
program.

PDM (Post Distribution Monitoring) — Around two to three weeks after the distribution 10 —20%
of the households received cash will be selected randomly through randomization for PDM survey.





The randomly selected households will be interviewed house-to-house with the help of PDM
Questionnaire form configured in the Tablet. All the responses will be recorded in the tablets and
will be finalized and sent to server for analysis. This will allow a close comparison of the impact of
the assistance on the households’ food security status.

14. Project Closing (Lesson and Learning) — Closing meeting will be organized after completing the
above-mentioned steps of the project to get feedback for further improvement of our future
practices in better implementation of the next projects. The participants in the closing meeting
would be DG, Sectorial and Technical Department, Village Department, key people, CDC members
including women, etc.

* k¥

Notes

1. The MoPH, WHO, CDC guidance’s regarding the Covid 19 preventing measures were strictly
followed throughout the project activities.

2. The CVWG guidances were followed during the implementation of the Cash Transfer
programming.
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Standard Operating Procedures:
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SCOPE

This document is a Step-By-Step process detailing the steps to Request for Services from the Hawala for
cash distribution. This process begins after the Verification Process has completed and ends at the
Purchase Order submission to the Hawala.

REQUESTOR FORM (FOR GOODS & SERVICES (RFGS)

1. A Requestor Form should be done for each district by the Senior Program Officer (SPO)

2. Develop the Master Distribution Plan for all villages in district (SPO)

3. Fillin the USD amounts for each village and for the Total amount (SPO)

4. Send the Master Distribution Plan to CRS Finance MSP Focal Point (copied to PM) with the
preferred distribution dates (SPO)

5. The CRS Finance MSP Focal Point will contact the MSP and determine the following information
(Finance)
a. Confirm liquidity
b. Exchange rate
c.  Number of Hawala Teams available for preferred distribution date

6. Once the Hawala has confirmed the liquidity, rate and Hawala Teams available, the Master
Distribution Plan is adjusted

RFGS SUBMISSION TO INSIGHT

PROGRAMMING RESPONSIBILITIES
1. The SPO submits the following documents to the Insight Preparer
a. Master Distribution Plan
b. Beneficiary List (without NIDs for data Privacy)
c. Requestor Form
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2. IMPORTANT: At the same time, the SPO sends — via email - the Master Distribution Plan,
Beneficiary List and the RFGS form via email to the CRS Finance MSP Focal Point so s/he can start
planning the distributions with the Hawala agent.

NOTE: This step is critical in quickly moving the process while the RFGS is approved in INSIGHT

3. The Requisition Preparer creates the Requisition in Insight and submits it for the approval of the
Program Manager

4. The Program Manager approves and sends to the next level for approval as per the Matrix of
authority and the amount requested to be disbursed

CRS PROCURMENT (HERAT) RESPONSIBILITIES

1. Once the approved requisition is received in Insight, the Procurement Officer/Manager prepares
the Purchase Order detailing the following:
a. Total amountin USD

Agreed upon exchange rate

Total amount in AFNs

Distribution Plan

Beneficiary List (without NIDs for data Privacy)

oo o

Note: In case of any changes (minus/plus) in the amount of distribution after PO is created, the Program
Manager shall inform Supply Chain Manager in writing with a clear justification in order to enable
procurement to adjust the PO accordingly.

FINANCE COMMUNICATION OF DISTRIBUTION INFO WITH PROGRAMMING TEAM

CRS FINANCE (HERAT) RESPONSIBILITIES
1. Once the Hawala has agreed on the distribution dates, the CRS Finance MSP Focal Point informs
Program Manager and the SPO of the dates and contact information for the Hawala Point Person
on the Ground.

---END---
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SCOPE

This document is a Step-By-Step process detailing the steps to conduct the Card & Token Distributions from Card
Dispatch to Card Distribution to Debrief.

DISTRIBUTION LOCATION PLANNING

1. Cash Location - It is imperative to speak with the Shura to determine where the card distribution will take
place well before the card distribution. You should not be assessing the cash distribution on the distribution day
e (Card & Token Distribution Location: The cards and Tokens can be distributed outside — on the roof of the
Mosque or elsewhere that is convenient for the community

o Site Set-up: Ask the shura to set the site up prior to the time of distribution so when the team and the
Hawala arrive we can start and finish in good time

e (Cash Distribution Location: It is important to determine where exactly the Cash Distribution will take place
the following day.

o Indoor Cash Distribution: The Hawala will only distribute cash in an enclosed space

o _Two Door — Entrance & Exit: There must be an entry and exit door — a total of two doors is mandatory

o Location #1 — The Mosque: The Mosque has been a good location in the past if this is consistent with
the local communities’ culture.

o Location #2 - The School: If the Mosque is either not available, a near by school can also work

o Location #3 - Alternative Location: If neither are available, it will be necessary to work with the Shura to
identify a cash distribution site that works for the cash distribution

PRIOR TO TRAVELLING TO DISTRIBUTION SITE

1. Departure Time from Office
a) Time to Community: We need to know the amount of time (not kilometers) it takes to get to the community
as this will not only help with arriving on time, but will also support us in departing the community on time to
ensure we return back to the office by curfew.

b) Community Informed of Arrival Time: Inform the community of the time we will arrive the day prior and take
into account the preparation and drive time. If there are any changes, it is important to be respectful and let
the Shura know as best as possible.
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c) Trave Request Forms (TRF) must be filled out the day prior to departure; thus upon returning from the field

the previous day

d) Beneficiary Cards and Tokens Collected:

e The Dispatch Plan is prepared by the Team Leader, approved by the SPO and given to the CVA
Custodian. This should be done the day prior, but if it has not been done, it needs to be completed the

day

of Cash Distribution.

e The CVA Custodian Stamps all of the Beneficiary Cards and All of the tokens
IMPORTANT: No cards should be stamped prior to receiving the Dispatch Plan

e The CVA Custodian Disburses the Beneficiary Cards and Tokens. The CVA Custodian is not to
disburse Beneficiary Cards or Tokens without an approved Dispatch Plan

e The Team Leader verifies the number of Beneficiary Cards and Tokens and that the correct CRS
Payment Sheet and Hawala Payment Sheets are included in the Package

e The CVA Custodian and the Team Leader sign the waybill

e) Daily Distribution Checklist: Refer to the checklist to ensure we have all of the have everything in order.

This includes, Roles and Responsibilities, Project Materials, Logistics, Security.

f) Team Round-Up: Prior to everyone jumping in the cars and leaving, the whole team must circle up together

and go through the checklist by each Team Leader to ensure nothing is missing, everyone knows their
roles, the plan for the day and any security updates that have arisen overnight.

g) Depart on Time: Ensure we are departing on time and if a trend of late departures is occurring, determine
how best to solve this issue.

2. Roles & Responsibilities of Staff (Total 5-6 Staff and 2 Hawala)

e Team Leader (1)

o Meets with Shura and explain the process (see above point)

o Supports overall process management

o Acts as Card/Token Distributor

e Crowd Control (1)

o

@)
@)
@)

Meet with shura and explain the process (see above point)

Leads the community introduction/talking points

Reads out names

Checks/confirming beneficiary details with HH list.

e (Card/Token Verifiers (1)

o Checks cards and tokens against the payment sheet

o Explains how much money they will receive
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o Fills in delegate sheet

MEAL Staff (1

S

o Manages Feedback Form from Beneficiaries
o Syncs the CommCare Tablets upon return
o Flags any concerns to the SPO and Team Leaders

hura

o Monitors Card & Token Distribution Process
o Supports Crowd Control

CARD & TOKEN DISTRIBUTION PERIOD

1. Card Distribution Steps

a)

Meet the Shura (Team Leader & Crowd Control): Meet the shura to conduct the following tasks:

Introduce the Card Distribution Team members and explain their roles and responsibilities.
Explain the process for the day

Community MoU: Walk through the Community MoU with the shura and have it signed

Crowd Control: Ask the Shura to organize the crowd so they can go through the Talking Points.
Call Families to Come: If we see the numbers of community members is low, ask the Shura to call
community members to the distribution point

Talking Points (Crowd Control):

The Crowd Control Staff tells the talking points to the community

If the men and women are not sitting together, Crowd Control must give the talking points again to the
women.

Ask if there are any questions and answer what is asked. It is especially important to ensure the
women are clear on the talking points given they are often seated off to the side

Tell the crowd to meet the MEAL staff for any feedback, complaints or suggestions they wish to share.

Call the Beneficiary Names (Crowd Control)

The Crowd Control calls the beneficiaries and checks their cards and tokens
The Crowd Control checks the NID of the Beneficiary

Card & Token Distribution (Card & Token Distributor)

Verify the NID
Verify the CRS Payment Sheet against the Beneficiary Card and Toke
Explain how much money they will receive
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o Ifthere is a delegate, fills in delegate sheet and get it verified by the Shura. Delegates, should also
provide their NID
IMPORTANT: The Delegate takes the Shura validated Delegate Form and brings it back for Cash
Distribution.

e Beneficiary or Delegate signs the CRS Card Distribution Sheet

Return to Office

1. Asset Management

a) Return Cards and Tokens to the CVA Custodian
e The Team Leader hands the Cards and tokens over to the CVA custodian
e The CVA Custodian counts the Beneficiary Cards in front of the Team Leader
e The CVA Custodian and Team Leader both sign the Waybill
e The CVA Custodian Re-enters the Cards and Tokens into the Bin Card and on INSIGHT
e Destroy all unsigned copies of the Beneficiary sheets to protect beneficiary data

2. Daily Debrief
e The Team Leader meets with each of their teams to debrief on the day
e The Team Leader will use the Daily Debrief Sheet to facilitate the conversation, discussing:
i. What was expected to happen?
ii. What actually occurred?
jii. What went well and why?
iv. What can be improved and how?
v. Did you encounter anything that caused concern for your physical safety, emotional wellness
during your past field trip?
e The Teams return to Plenary to discuss their challenges and share their solutions

3. Preparation For the Following Day
e  Planning for the next day
i. What time does the staff arrive to office (no later than 30 minutes prior to departure)
ii. Which communities are we visiting?
jii. What time do we depart?
e  Trave Request Forms (TRF) must be filled out the day prior to departure; thus upon returning from
the field the previous day
e  Dispatch Plan given to the CVA Custodian

---END---



https://crsorg.sharepoint.com/:w:/r/sites/TM-FRAMESFosteringResilienceinAfghanistanthroughMulti-Sector/Shared%20Documents/Food%20Distribution/Distribution%20Resources%20and%20Example%20Forms/FRAMES%20Cash%20SoPs/After%20Action%20Review/After%20Action%20Review%20Template_20211128.docx?d=wb31f3056365d437997c3a4ace22ebbff&csf=1&web=1&e=tB5gXB



Standard Operating Procedures: Cash Distribution Day

CRS Afghanistan
Department: | Programming Version No: | 2
Subject: CVA Cash Distribution Version date: | December 4, 2021
Review Date | March 1, 2022

SCOPE

This document is a Step-By-Step process detailing the steps to conduct the Cash Distributions from Planning to Cash
Distribution to Debrief.

DISTRIBUTION LOCATION PLANNING

1. Cash Location - It is imperative to speak with the Shura to determine where the cash distribution will take place
well before the cash distribution. You should not be assessing the cash distribution on the distribution day

Indoor Cash Distribution: The Hawala will only distribute cash in an enclosed space

Two Door — Entrance & Exit: There must be an entry and exit door — a total of two doors is mandatory

Location #1 — The Mosque: The Mosque has been a good location in the past if this is consistent with the
local communities’ culture.

Location #2 - The School: If the Mosque is either not available, a near by school can also work

Location #3 - Alternative Location: If neither are available, it will be necessary to work with the Shura to
identify a cash distribution site that works for the cash distribution

Site Set-up: Ask the shura to set the site up prior to the time of distribution so when the team and the Hawala
arrive we can start and finish in good time

PRIOR TO TRAVELLING TO DISTRIBUTION SITE

1. Departure Time from Office

a)

b)

d)

Time to Community: We need to know the amount of time (not kilometers) it takes to get to the community as
this will not only help with arriving on time, but will also support us in departing the community on time to
ensure we return back to the office by curfew.

Community Informed of Arrival Time: Inform the community of the time we will arrive the day prior and take
into account the preparation and drive time. If there are any changes, it is important to be respectful and let
the Shura know as best as possible.

Trave Request Forms (TRF) must be filled out the day prior to departure; thus upon returning from the field
the previous day

Daily Distribution Checklist: Refer to the checklist to ensure we have all of the have everything in order. This
includes, Roles and Responsibilities, Project Materials, Logistics, Security.
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e) Team Round-Up: Prior to everyone jumping in the cars and leaving, the whole team must circle up together
and go through the checklist by each Team Leader to ensure nothing is missing, everyone knows their roles,
the plan for the day and any security updates that have arisen overnight.

f) Depart on Time: Ensure we are departing on time and if a trend of late departures is occurring, determine
how best to solve this issue.

2. Roles & Responsibilities of Staff (Total 5-6 Staff and 2 Hawala)
e Team Leader (1)
o Meets with Shura and explain the process (see above point)
o Supports overall process management
o Monitors Hawala payment process
o Re-verifies count with beneficiary and writes the amount of cash received on the back indicating
which number transfer it is. Example: T1: 6500 Af

*The cash payment process verification is conducted when the Finance staff is not available

e Crowd Control (1)
o Meet with shura and explain the process (see above point)
o Leads the community introduction/talking points
o Reads out names
o Checks/confirming beneficiary details with HH list.

o Card/Token Verifiers (2)
o Checks cards and tokens against the payment sheet
o Explains how much money they will receive
o Fills in delegate sheet
o Punches the number of transfer for beneficiary cards on the day of distribution

e Finance (1
o Monitors Hawala payment process
o Re-verifies count with beneficiary and writes the amount of cash received on the back indicating
which number transfer it is.

o MEAL Staff (1

o Conducts Exit Interview
Manages Feedback Form from Beneficiaries
Syncs the CommCare Tablets upon return
Reviews the PowerBi Data
Flags any concerns to the SPO and Team Leaders

O O O O
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e Shura

o Supports Crowd Control
o Monitors payment process and support counting cash for beneficiaries who cannot count

DISTRIBUTION PERIOD

1. Cash Distribution Steps

a) Meet the Shura (Team Leader & Crowd Control): Meet the shura to conduct the following tasks:

Introduce the Cash Distribution Team members and explain their roles and responsibilities.
Re-explain the process for the day - which was initially explained the first-time during card distribution —
and answer any questions that arise

Community MoU: If the community MoU was not signed prior to cash distribution day, ensure it is done
at this time

Crowd Control: Ask the Shura to organize the crowd so they can go through the Talking Points.

Call Families to Come: If we see the numbers of community members is low, ask the Shura to call
community members to the distribution point

b) Talking Points (Crowd Control):

The Crowd Control Staff tells the talking points to the community (This should be the second time they
hear this as this had been done at Card Distribution)

If the men and women are not sitting together, Crowd Control must give the talking points again to the
women.

Ask if there are any questions and answer what is asked. It is especially important to ensure the women
are clear on the talking points given they are often seated off to the side

Tell the crowd to meet the MEAL staff for any feedback, complaints or suggestions they wish to share.

c) Call the Beneficiary Names (Crowd Control)

The Crowd Control and all Beneficiaries stand OUTSIDE the cash distribution site
The Crowd Control calls the beneficiaries and checks their cards and tokens
The Crowd Control checks the NID of the Beneficiary

d) Card & Token Verification (1 Card & Token Verifiers)

Verify the NID is correct

Verify the token, against the card against the CRS Payment Sheet

Explain how much money they will receive

If there is a delegate, fills in delegate sheet and get it verified by the Shura. Delegates, should also
provide their NID

e) Cash Paid to Beneficiary (Hawala)

The Hawala will count the cash in front of the beneficiary
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e The Beneficiary will count the cash after receiving it from the Hawala
o If the Beneficiary is not able to count, the Shura will support
e The Beneficiary signs the Hawala Payment Sheet
IMPORTANT:
o The Hawala is not to ask the Beneficiaries to make change
o The Hawala is not to give large bills to multiple beneficiaries and have them split between them

Cash Verification & “Receipt” (Finance or Team Leader)

o After the beneficiary receives the money from the Hawala, they move to the Finance staff (Team Leader)
e Finance (Team Lead) has the beneficiary count the money in front of them and the Shura
e Finance (Team Lead) writes the amount on the back of the Beneficiary Card - Example: T1: 6500 Afg

Beneficiary Signs CRS Payment Sheet (1 Card & Token Verifiers)

o After the cash is verified and the “receipt” is written on the back of the Beneficiary Card, Beneficiary
signs the CRS Payment Sheet

Exit Interview & Feedback Form

e MEAL Staff does the Exit Interview for every 5 Beneficiaries

o [f there are any major concerns that arise during the Exit Interview, the MEAL staff is to raise this to the
Team Leader immediately

e Any Feedback should be recorded by this staff

Distribution Report

 The first portion of the Distribution Report is completed prior to departure and is consistent with the
Dispatch Plan.

# of
Beneficiari Cash Required
Province District Village Sub-Village f;;;i:‘:js Payment Date s {AT;EL)WE
Cash Transfer

* In the field, at the end of the distribution, the field team and Hawala reconcile the day’s activities by
finalizing the second portion of the Distribution Report

Total A t
Actual # of otatAmoun

L. Distributed Comments
Beneficiaries

(AFN)

The teams compare the Hawala Payment Sheet and the CRS Payment sheet to ensure they reconcile
The distribution report is then signed by the Hawala and the Team Leader
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Returned to Office

1. Asset Management

a) Return Cards and Tokens to the CVA Custodian
e The Team Leader hands the Cards and tokens over to the CVA custodian
e The CVA Custodian counts the Beneficiary Cards in front of the Team Leader
e The CVA Custodian and Team Leader both sign the Waybill
e The CVA Custodian Re-enters the Cards and Tokens into the Bin Card and on INSIGHT
e Destroy all unsigned copies of the Beneficiary sheets to protect beneficiary data

2. Daily Debrief
e The Team Leader meets with each of their teams to debrief on the day
e The Team Leader will use the Daily Debrief Sheet to facilitate the conversation, discussing:
i. What was expected to happen?
ii. What actually occurred?
jii. What went well and why?
iv. What can be improved and how?
v. Did you encounter anything that caused concern for your physical safety, emotional wellness during
your past field trip?
e The Teams return to Plenary to discuss their challenges and share their solutions

3. Preparation For the Following Day
e  Planning for the next day
i. What time does the staff arrive to office (no later than 30 minutes prior to departure)
ii. Which communities are we visiting?
jii. What time do we depart?
o Trave Request Forms (TRF) must be filled out the day prior to departure; thus upon returning from the
field the previous day
e  Dispatch Plan given to the CVA Custodian

—END--



https://crsorg.sharepoint.com/:w:/r/sites/TM-FRAMESFosteringResilienceinAfghanistanthroughMulti-Sector/Shared%20Documents/Food%20Distribution/Distribution%20Resources%20and%20Example%20Forms/FRAMES%20Cash%20SoPs/After%20Action%20Review/After%20Action%20Review%20Template_20211128.docx?d=wb31f3056365d437997c3a4ace22ebbff&csf=1&web=1&e=tB5gXB
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SCOPE

This document is a Step-By-Step process detailing the steps to reconcile and liquidate cash distributions
from satellite offices.

DISTRIBUTION DAY- DISTRIBUTION REPORT DAILY RECONCILIATION

a) Distribution Report

 The first portion of the Distribution Report is completed prior to departure and is consistent with the
Dispatch Plan.

Province

District

Village

Sub-Village

# of
Beneficiaries
to Receive

Cash Transfer

Payment Date

Cash Required
(AFN)

+ At the end of the distribution, the field team and Hawala reconcile the day’s activities by finalizing
the second portion of the Distribution Report

Actual # of
Beneficiaries

Total Amount
Distributed
(AFN)

Comments

. The teams compare the Hawala Payment Sheet and the CRS Payment sheet to ensure they
reconcile — Total amounts vs. total amounts

. The distribution report is printed in duplicate and signed by the Hawala and the Team Leader. The
Hawala keeps a copy and CRS keeps a copy for final submission

SUB-OFFICE - CLOSE OF DISTRIBUTION RECONCILIATION

Supporting Document Review: Upon completion of the full distribution for that office, the Programme

Team reviews the supporting documents according to the following:

PROGRAMMING RESPONSIBILITIES
1. Confirm that all CRS Payment Sheets for each village is signed/thumb at the bottom by Shura and

CRS Staff

2. Confirm that the total number of signatures/thumbprints on the CRS Payment Sheet correspond to

the Distrib

ution Reports
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3. Confirm the total number of absent beneficiaries on CRS payment Sheet corresponds to the

Distribution Report

4. Confirm that the cash distribution totals reconcile b/w the CRS Payment Sheet and Distribution

Reports

5. Confirm that any delegates have been dually documented by CRS staff and shura leader.

NOTE:

up with the hawala to clarify.

If there are any concerns or discrepancies in the documentation, or the phone verification
and monitoring visits raise questions on the payment process and validity of documents
submitted by the hawala, the programmes team should flag this to management and follow

6. Once the documents have been cross checked and confirmed, the Programme Team should then
prepare the Certificate of Completion, and submit the following to the Program Manager:

. Distribution Plan

ii. Final Beneficiary List

ii. ~CRS Payment Sheet (original signed)
iv.  Distribution Reports (original signed)
v. Certificate of Completion

7. The Program Manager will send the full package to the Herat Finance Manager (delegate) as part
of the four-way match with the Hawala Invoice/supporting documents, The Purchase Order (PO)
and RFGS Request documents. Given there may be connectivity issues, they can be sent through

the following methods:
i.  Email scanned Documents
ii.  Adobe Scanning from Phone and sent through WhatsApp

ii. ~ Hand Carried (only if someone is heading directly to Herat and there is not internet

connection)

HAWALA RESPONSIBILITIES

8. The Hawala will submit the following items to CRS Finance (Herat):

i.  The Hawala Payment Sheet with signatures/thumbprints of beneficiaries and signed by the

Hawala and the Shura at the bottom of the document.

i.  Original STAMPED beneficiary vouchers collected from beneficiaries during the distribution
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ii. ~ Signed Distribution Report summarizing the payments made by location and number of HHs
in each location

iv.  Invoice on Hawala official letter head for the total distributions completed, and the applicable
fees as per the signed agreement with the Hawala.

CRS FINANCE (HERAT) RESPONSIBILITIES

9. Once CRS Finance receives the CRS PROGRAMS PACKAGE and the HAWALA PACKAGE, s/he
reconciles the following documents:

CRS Submission Documents
i.  Original RFGS Original Request
ii.  Official Beneficiary List (attached to RFGS)
jii. ~ Purchase Order (PO)
vi. ~ CRS Payment Sheet (original signed)
vii. ~ CRS Programs dually signed Distribution Reports (original signed)
vii. ~ CRS Programs Disbursement Request Form/Certificate of Completion

Hawala Documents
iv.  Hawala Payment Sheet
v.  Stamped Tokens
vi.  Hawala dually signed Distribution report
vii. ~ Hawala Invoice
10. Once reconciliation is completed s/he sends the package to the AP specialist in Finance who will
create a standard invoice by also making the Four-Way match.
11. The AP Manager will calculate the hawala service fee as per the contract and complete the review
and send the invoice for payment (by wire or by check).

~-END---
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