CIUK Emergency Proposal Review Checklist
This checklist is a tool to be used and completed by project leads to review emergency funding proposals
, to enable them to identify, record and address potential weaknesses in planned project. This checklist should help project leads to improve the quality of proposals and ensure adherence to relevant standards, strategy and policy. The checklist is also designed to encourage project leads to work more closely with the relevant Technical Specialists from the proposal review stage.
Emergency Proposal Review Checklist process:
· The project lead must complete the checklist.
· The Project Lead must judge when certain questions on this Checklist are not relevant to a specific proposal. However, questions in bold are essential for every proposal review.
· The project lead must ensure that relevant technical advisor(s) have also reviewed the proposal
. For example, if the proposal is for a shelter project, the project lead should review it with a shelter advisor. The project lead must also seek additional advice on cross-cutting technical areas (e.g. DRR, accountability, gender, conflict or HIV) where necessary; in particular the project lead should seek advice from the conflict team for advise on conflict-sensitive programming in highly volatile contexts (e.g. Afghanistan, Somalia, Pakistan). 
· The completed electronic copy of the Checklist is to be stored in the corresponding project folder.
	Country


	Bangladesh
	Date of review
	

	Project name


	
	Project Lead 
	Regine Skarubowiz

	Project dates (start and end)


	
	Proposal writer / CO key contact
	Alex McLean

	Specific technical foci (please circle)
	shelter
	WASH
	food
	health
	Technical advisor(s) consulted (name(s))
	


	
	
	Y , N,  N/A
	References
	Comments

	1
	Alignment

	1.1
	Is the proposal in the correct donor format and does it meet donor guidelines and policy?
	
	· DFID Humanitarian Funding Guidelines 2007 

· 
ECHO Single Form Guidelines Nov 2010
· 
DEC
 Operating Manual Nov 2010 
· 
CI Compliance website on donors

· CBHA ERF Guidelines 2010
	

	1.2
	Does the proposal align with CI’s Humanitarian Mandate?
	
	· CI Emergency Pocketbook (see p.24)
· See also CI Emergency Toolkit

	

	1.3
	Does the proposal align with CI’s Emergency Response and Preparedness Strategy?
	
	· CI Emergency Response and Preparedness Strategy May 2009
	


	1.4
	Does the proposal compliment longer term contexts and strategies of the country and Country Office (CO)?
	
	· Refer to CO Long Range Strategic Plans example Pakistan
	

	1.5
	Does the proposal adequately reference CI and international standards and accepted good practice?
	
	· CI Humanitarian Accountability Framework (HAF) 2010
· 
SPHERE 2011
· 
Red Cross Code of Conduct
	

	2
	Narrative

	2.1
	Does the proposal make it clear what we are trying to do, why and how (e.g. is there any data to substantiate from needs assessment?

	
	· See also section 6 on Assessment and Design below
	

	2.2
	Does the background description demonstrate a sound understanding of the operational context (incl. conflict analysis)?
	
	
	

	2.3
	Does the proposal demonstrate CI’s capacity and experience in the country / relevant sectors?
	 
	
	

	2.4
	Is it clear who CI would be working with (e.g. target beneficiaries, government agencies, partner organisations, etc)? 
	
	· See also section 9 on Participation below
	

	2.5
	Does the narrative match the budget and any logframe?
	
	
	

	3
	Budget


	3.1
	Is the budget balanced (e.g. acceptable operational versus activity costs)
?
	
	
	

	3.2
	Are CO indirect costs adequate, appropriate and budgeted correctly
?
	
	
	

	3.3
	Are CIUK / CI indirect costs, including ADRET and any specific planned inputs
 adequately covered in the budget?
	
	
	

	3.4
	Do resources allow for adequate technical quality support, e.g. on accountability
; monitoring and evaluation (M&E)
; or in specific technical areas, such as shelter, conflict analysis?
	
	
	

	4
	Logframe (if required)

	4.1
	Does the logframe include SMART
 indicators / milestones? 


	
	· Guidance on new DFID logframe format Feb 2009
· BOND Logistical frame analysis
	

	4.2
	Does the logframe adequately consider risks (incl. conflict/security incidents) to the project? 
	
	· See also section 7 on DRR.
	


	5
	Work / activity plan

	5.1
	Does the proposal include a realistic work plan or schedule?
 
	
	
	

	5.2
	Does the proposal include preparation time
? 
	
	
	

	5.3
	Are there potential delays in implementation of the project? Are strategies in place to minimise these?
	
	
	

	6
	Assessment and design

	6.1
	Have good assessments been conducted, including those involving the affected population?

	
	· CI Emergency Pocketbook ( see p.102 – 102 and p.172 – 192) 
· See also CI Emergency Toolkit

· Sphere Core Standard 3: Assessment (see page 63)
· See also section 9 on Participation
	

	6.2
	Are targeting decisions clearly explained
? Will the most vulnerable be reached?
	
	· Sphere Core Standard 3: Assessment (see page 63)
	

	6.3
	Does the proposal consider exit strategies?
	
	
	

	6.4
	Does the proposal consider recovery and livelihoods?


	
	
	

	7
	DRR

	7.1
	Are all risks – to natural disaster, conflict, climate etc. – considered? (Does the proposal take a multi-hazard approach?) 
	
	· CI Emergency Pocketbook (see p.95 & p.98)
· See also CI Emergency Toolkit 
 
	

	7.2
	Are local capacities also considered
?
	
	
	

	7.3
	Does the proposal (work plan and budget) allow for risk reduction (or resilience building to potential future risks) activities?
	
	
	

	7.4
	Does the proposal allow for risk monitoring and analysis, involving the targeted population?
	
	
	

	8
	M&E and learning

	8.1
	Does M&E planning take into account good practice principles?


	
	· CI HAF February 2010
· 
Sphere Core Standard 5: Performance, Transparency and Learning (see page 68) 
· CI Emergency Pocketbook (see p.112-113 & p.217-219)
· See also CI Emergency Toolkit

	

	8.2
	If a Type II emergency, are After Action Review (AAR) and Emergency Response Advisory Committee (ERAC) deployments included in the budget and work plan?
 
	
	· For an explanation of emergency types see CI Emergency Pocketbook (see p.37)

· CARE Emergency Toolkit
 
· Sample AAR report – Haiti 2010
· 
CI Quality & Accountability wiki Feb 2010  
· Sample ERAC report – Haiti 2010


	

	8.3
	If a Type II emergency, is an evaluation included in the budget and work plan?

	
	
	

	8.4
	In case of project in highly volatile context: Have indicators for conflict-sensitivity been developed and are they being monitored?
	
	
	

	9
	Accountability (to beneficiaries)

	9.1
	Are there mechanisms and resources in place for effective inclusion and communication with affected / targeted people, including the most vulnerable, throughout the project cycle – in particular during project design phase?

	
	· CI Emergency Pocketbook (see p.88-89)

· See also CI Emergency Toolkit

· CI HAF
· Sphere Core Standard 1: People-centred humanitarian response (see page 65)

	

	9.2
	Would the targeted population have access to effective feedback and complaints mechanisms?


	
	· CI HAF February 2010
	

	10
	Gender

	10.1
	Has a rapid gender analysis been conducted for the emergency (or is there a CO level analysis)?
	
	· CI Emergency Pocketbook (see p.165-166)
· See also CI Emergency Toolkit

	

	10.2
	Has gender been mainstreamed?
 
	
	· CI Emergency Pocketbook (see p.86-87)
· See also CI Emergency Toolkit

· Gender in Emergencies guidance note
	

	10.3
	If appropriate, are we using opportunities to empower women
?  
	
	
	

	11
	Conflict 

	11.1
	Has protection analysis been conducted and protection mainstreamed
?
	
	· CI Emergency Pocketbook (see p.96-97)
· See also CI Emergency Toolkit

	

	11.2
	Has conflict sensitivity been mainstreamed
?


	
	· CI Emergency Pocketbook (see p.90-91)
· See also CI Emergency Toolkit

	

	11.3
	Do any plans to conduct advocacy consider implications for protection of people and exacerbation of conflict?
	
	
	

	12
	HIV/AIDS

	12.1
	Has HIV/AIDS been mainstreamed?
	
	· CI Emergency Pocketbook (see p.93-94)
· See also CI Emergency Toolkit

· IASC HIV/AIDS Guidelines
	

	13
	Coordination and partnership 

	13.1
	Has a partner capacity assessment been conducted? Will partner/s receive adequate support from CARE? Are partner MoUs in place?
Has CI worked with partner previously?
	
	· CI Emergency Pocketbook (see p.205)
· See also CI Emergency Toolkit

	

	13.2
	Are there mechanisms and resources to coordinate with other organisations
? 
	
	
	

	14
	Security 

	14.1
	Has the safety and security of staff been considered throughout and referenced in the proposal?

	
	
	

	14.2
	Has the safety and security situation been assessed and all relevant policies and procedures been put in place?
Is a security plan in place for the area of operation?

Are there specific security risks?

Have we budgeted for security requirements?
	
	· CI Emergency Pocketbook (see p.114-116)
· CI Emergency Pocketbook Safety & Security Plan (see p224-228)
· See also CI Emergency Toolkit

	


CI Reference materials 
· CIUK contract management procedures June 2009
· 
CIUK Humanitarian Strategy (full version) October 2009
· 
CIUK Humanitarian Strategy (summary) September 2009
· 
CI Emergency Response and Preparedness Strategy 2010 - 2012
· CI Shelter Strategy 2010 - 2013
· 
CI Food Security Strategy June 2010
· 
CI Emergency Toolkit http://www.careemergencytoolkit.org (Username: emergencytoolkit@careinternational.org Password: humanitarianmandate)
· CI Programming Guidelines http://www.careemergencytoolkit.org/programme-strategy/
· CI Programming Principles and Project Standards

· CI Humanitarian Policy Framework http://www.careemergencytoolkit.org/humanitarian-policy/
· CI HAF http://qualityandaccountabilitynetwork.care2share.wikispaces.net/%28H%29+Accountability+Framework
· CI Compliance matrix website on governmental donors to CARE. http://compliance.care.org  (username: wsscare\care password: abc!123)
· CI Prevention of Sexual Exploitation and Abuse September 2009
· CI UK Child Protection Policy October 2010
· CI Gender Policy February 2009
· 
CI Gender Toolkit 2011
General Reference materials

· Donor guidance: 
DFID Humanitarian Funding Guidelines 2007
ECHO Single Form Guidelines November 2010

DEC Operating Manual November 2010 (Username: CareInt Password: d!5Ast@Z)
DEC Accountability Framework  http://www.dec.org.uk (Username: CareInt Password: d!5Ast@Z
· Good Enough Guide http://www.ecbproject.org/Pool/good-enough-guide-book-en.pdf
· Sphere Handbook 2011 http://www.sphereproject.org/ (manual also available here)

· IASC Gender Handbook 2006 http://www.humanitarianreform.org/Default.aspx?tabid=656 2006
· IASC HIV/AIDs Handbook
· 
IASC Operational Guidelines on Human Rights and Natural Disasters June2006 
· 
UN International Strategy for Disaster Reduction http://unisdr.org 

· IASC Operational Guidelines on Human Rights and Natural Disasters June2006 
· UN International Strategy for Disaster Reduction http://unisdr.org 

� The Contract Management Team has a separate checklist to review funding proposal budgets. 	


� For a generic list of technical specialists see the �HYPERLINK "../skarubowiz/AppData/Local/Microsoft/Windows/Temporary Internet Files/Content.IE5/X4YR0N6V/ciemergpocketbook.pdf"��CI Emergency Pocketbook� (see p.16) or the � HYPERLINK "http://www.careemergencytoolkit.org" ��CI Emergency Toolkit�. For a more specific list of specialists see  �HYPERLINK "../skarubowiz/AppData/Local/Microsoft/Windows/Temporary Internet Files/Content.IE5/X4YR0N6V/CI Technical Specialistsv2.doc"��Contact details of CIUK / CI technical specialists�.


� Member Login: Username: CareInt Password: deccare2008 to access the operational manual


� Login: Username: wsscare\care Password: abc!123


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


�  Reference relevant needs assessments in narrative section see section 6 for more info.


� The Contract Management Team also has a proposal budget review checklist and Contract Management Officers will advise on proposal budgets.


� As a general rule, direct / activity costs should make up around 70% of the full budget, not less. This may vary justifiably for certain projects.


� In some cases, it is appropriate to include certain indirect costs such as technical support in the direct cost section/s. Donor guidelines should be understood / reviewed when doing this.


� Specific planned (or required) inputs may include general CIUK / CI monitoring or technical support visits as well as specific longer-term deployments to support a project or CO. For the latter staff time (based on daily rates) should be included in the budget.


� Accountability mechanisms may include participation processes; information provision; feedback and complaint procedures.


� Core M&E and learning activities include distribution monitoring; post-distribution monitoring; project reviews; outcome assessment.


� Specific, measurable, achievable, relevant and time-bound.


� Or, in the absence of a specific work plan table, are the activities achievable, given resourcing and staffing provided, in the given timeframe?


� Preparation time for recruitment, identification of suppliers, procurement, preparation of training materials, community consultation, transport, etc.


� If not, have the necessary assessments been factored into the proposal (budget and work plan)?


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Who is being targeted? Why? How will they be targeted (and with what assistance)  Which geographical area(s) is being targeted and why?


�  Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Does the proposal consider what local communities are themselves doing to recover?


� See footnote 15 above for login details


� An AAR or evaluation will not necessarily be included entirely in one proposal budget, but questions can still be asked as to where these activities do fit into budgets and work plans for an overall emergency response.


� See footnote 15 above for login details


� ECHO always and DFID and DEC sometimes require a final evaluation (which should be included in the budget). Even when this is not required, evaluations are of increasing interest to donors.  


� Have beneficiaries been included in the project design?


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate.


� See footnote 20 for login details


� Is data on beneficiaries disaggregated according to age and gender? Will women, men, boys and girls have equal access to services? Have we assessed the implications for women and men of our response? Is data we are collecting disaggregated by sex and other diversity factors (e.g. age, ethnicity)? Will women and men be engaged equally in planning and other activities? Will women and men be involved in judging the progress, approach and impact of our response? 


� See footnote 20 for login details


� Opportunities for empowerment of women mean improving agency (her own aspirations and capabilities), structure (the environment that surrounds and conditions her choices) and relations (the power relations through which she negotiates her path).


� Has the protection of women and children, including providing women or child friendly spaces, been considered? Will design of location, layout and infrastructure help protect all people from physical harm (e.g. safe water collection, latrine access, fuel collection)? Will design of community engagement/mobilisation processes help protect people from physical harm? Will we carry out specific protection activities such as raising awareness on rights and responsibilities under international and national laws, or witnessing? Does the project incorporate sufficient training for staff on CARE’s humanitarian principles, codes of conduct, prevention of sexual exploitation and abuse?    


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate


� Do the targeting decisions take into account lines of division that exist at the community or country levels? Do staffing arrangements consider these lines of division? Will the project foster dialogue between any refugee or IDP community and local populations? Will design of location, layout and infrastructure help reduce tensions, or at least not exacerbate tensions, or create new tensions (e.g. conflict over resources)? Will design of community engagement processes help reduce tensions or a least not exacerbate tensions, or create new tensions? 


� See footnote 26 for login details


� See footnote 26 for login details


� See footnote 26 for login details


� This might include sector coordination (e.g. Clusters) or networks / partners seeking to achieve the same goals.


� ECHO have a specific budget line for security. 


� Username: emergencytoolkit@careinternational.org Password: humanitarianmandate






