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CARE Operational plan format 

Instructions 

· This document should be a supporting document to the emergency strategy. It is optional and designed to help the CO organize the response. 

· The emergency strategy outlines the key strategic goals, interventions and principles CARE will pursue in relation to the emergency. The operational plan details the resources and actions required to implement the strategy. 

· All team members should provide inputs to the operational plan with respect to their areas of responsibility. 

· Focus on key points. Do not write a long narrative. management 

1. Key objectives of CARE’s operations 

· Do not repeat information already provided in the strategy. 

· Identify key operational objectives (e.g. Manage scale up of emergency program from $2 million to $15 million, open new field office and logistics infrastructure in emergency area, deliver emergency water and shelter projects etc.). 

2. Management and staffing structure for the response 

2.1 Organizational chart 

Insert here or attach. 


2.2 Priority staffing needs

	Position 
	Location 
	Date required
	Budget confirmed [y/n]

	
	
	
	

	Add rows as needed
	[where they will be based]
	
	


3. Safety and security analysis 

· Note: All programme and operational decisions must always be informed by safety and security analysis. 

· See also (20) below for operational requirements for safety and security management. 

	Operational area
	Key issues
	Proposed approach
	Priority actions
	Staff needs
	Other resources (funds, equipment)

	Policy 



	4. Critical policy and advocacy issues


	
	
	
	
	

	5. Coordination


	
	
	
	
	

	6. Quality and accountability


	
	
	
	
	

	Programme management



	7. Funds mobilisation and proposal writing
	
	
	
	
	

	8. Sector and cross-cutting programming and technical requirements
	
	
	
	
	

	9. Project implementation and management 
	
	
	
	
	

	10. Partnerships
	
	
	
	
	

	11. Monitoring and evaluation
	
	
	
	
	

	Operations management



	12. Media


	
	
	
	
	

	13. Human resource management 
	
	
	
	
	

	14. Finance
	
	
	
	
	

	15. Logistics
	
	
	
	
	

	16. Distribution 
	
	
	
	
	

	17. Procurement
	
	
	
	
	

	18. Administration
	
	
	
	
	

	19. Telecommunications and IT
	
	
	
	
	

	20. Safety and security management
	
	
	
	
	


21. Summary of budget issues 

· Refer to strategy budget. 

· Highlight any issues arising from operational plan that must be addressed in overall programme and operational budgets. 

22. Action plan 

· Compile priority actions above into a specific action plan. Identify: 

· Action 

· Person responsible 

· Start date 

· End date 

· Prerequisite tasks 

· Status—present in a format that allows tracking of progress. 
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If possible, use a detailed Gannt chart format, attach it, and use it to track progress. Or use the simplified format in the CET. 
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