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PROCEDURES/PROCESSES FOR THE SELECTION 
OF A 
CASH FACILITATOR 
Abiding by the principles of maintaining transparency and fairness and at the same time meeting audit requirements, each CO is required to go through a process for the selection of a Cash Facilitator (CF).  It must be understood that the Cash Facilitation system is an alternate to banking systems and the procedures suggested below are quite similar to the process to be followed in selecting a bank. The CO is also required to document the procedures it has followed, in writing. This document, which will also serve as the CO’s justification for the selection of a particular CF should be placed on file for review at a later date by other entities such as an audit team. While it is understood that this is not a normal situation, but an emergency one, more flexibility is required. Hence, the following steps cover some of the basic requirements and at the same time addresses issues relating to accountability and transparency.
1. Identify potential/possible persons and/or agencies that are able provide the service of cash facilitation. 
2. Assess their potential – make background checks and get references, in writing, for each of the potential facilitator.

3. At the same time, assess the financial capacities of the potential facilitator – make discreet enquires in the local markets. 

4. Is the CO familiar with this person/agency? Does the CO have any current agreements with this person/agency? If so, what is the estimated amount of funds that would be payable to the person/agency at any given time? [For example, if the person/agency has an existing contract/agreement with the CO for the supply of some materials on a monthly basis or has a transport agreement for the transportation of CARE goods from one location to another, indicate the amount that would be payable to the contract on a monthly basis. Check to see if this is above or below the level of cash handling under the CF agreement.]
5. Run the names of both the agencies and the persons who will be providing such services through the “World Tracker” to eliminate any possibility of their involvement in activities that may jeopardize CARE’s reputation and/or integrity.
6. Only persons/agencies that now have a “clean” record can be contacted and such contacts should be in writing.

7. Provide each agency/person with a copy of the agreement for cash facilitation. Ensure that this is also translated into the local/national language. If the person is unable to read and/or write even the local/national language, have a person read and explain this document to the potential CF and obtain the signature of the person translating on this document itself, which should state as follows: “I hereby certify, that I have read and have clearly explained all sections of this document to Mr./Ms.__________, of ___________ (name of place), to the best of my knowledge and understanding of this document.”
8. If there are more than one person and/or agency bidding for this type of service, prepare a summary of the bids and provide observations and justification for the selection of a particular person/agency. This document should be signed by the person preparing this document, the person reviewing it and the person approving it (the CD). [Note: This is a process similar to the one for any procurement of goods/services.]

9. After final selection of the potential facilitator, review the agreement to confirm that it does include and meets with all of CARE’s requirement in terms of liability issues, clauses on terrorism, etc. 

10. In some cases, you may require the person to offer the CO an “Indemnity Bond” or a “Bank Guarantee” – the amount on this document should be the maximum amount that the CF would be handling on a monthly basis. 

11. Prepare the final agreement and have it reviewed by  CARE’s local lawyer/attorney to confirm that this agreement meets with the laws and legal requirements of the land. Some countries also require that such agreements should be lodged with the proper government authority and the local lawyer/attorney would be the best person to advise you on this aspect.
12. The final agreement should have a minimum of three (3) originals – one for the CF, one for the CO and one for the CARE’s sub-office/field location where the transactions will take place. If there is more than one location, originals should be made available to each of the locations. 

13. All other documents related to cash facilitation, such as Payment Orders, Procedures for reimbursement, etc., should also be translated in to the local language and explained to the CF. In case the CF is unable to read or write, the procedure as explained in item 5 above should be followed.

14. There may be cases where there is only one person/agency that can offer such services. In such cases, steps as indicated above should be followed/completed. This would fall under the category of a  “sole source” situation and should be documented as such. 

15. If you have any additional doubts and need more clarification/understanding/support, please do not hesitate to contact ___________________ [e-mail: ______________] or _____________________, [e-mail: _____________] at the CARE __________ for further assistance.
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