Annex 5

Model letter of intent announcing a proposal for a “primary emergency” operation and request for funding

For the attention of : Mme C. ADINOLFI, Director ECHO

N° fax :



[ desk or special ECHO n° for crisis management] 

e-mail address to send copy to :
[ desk or special ECHO e-mail address for crisis management] 

On behalf of :  Name of person responsible :



Name of the humanitarian organisation:



FPA n° :

Subject: Letter of Intent regarding a “Primary Emergency” operation in [name of country/intervention zone]
Dear Madam,

I would like to inform you of  [name of humanitarian organisation] ’s intention to submit to ECHO a proposal for a “Primary Emergency” operation and request for advance payment relating to the humanitarian crisis which has just struck in [name of country/intervention zone].

1. Description of the type of operation envisaged:

- Objective/components of the project: [Indicate the type of goods and services anticipated for the operation and the direct benefits which the beneficiary population will receive]. [Brief description of the type of assistance to be provided – give preliminary estimates of quantities/qualities].
- Geographical zone of the intervention:

- Sector(s) of intervention considered:

- Amount of funding requested from ECHO: [Indicate the total amount requested and attach the simplified budget in the form of document 7 of the FPA]
- Approximate duration of the operation: [3 months maximum]
- Start date for the field operations: [within 48-72 hours maximum of the onset of the disaster]
- Amount of advance payment requested from ECHO:

- Request to advance eligibility date: [recognised start date of the disaster]
2. Brief description of the operational capacity of the humanitarian organisation relative to the disaster.

- Describe the reasons which led the partner to prepare itself immediately for the country just struck by the disaster in question.

- Describe your ability to prepare rapidly all the necessary means, indicate both human resources and equipment needed and available;

Indicate:


- exact date of arrival of equipment on the ground/disaster zone


- description of the team – numbers/profiles of expatriate staff


- zones visited and evaluated


- local contacts established (authorities, other humanitarian organisations).
3. Brief description of needs evaluation.

- Indicate:


-  state of the victims – number/location - wounded/dead


-  principal needs identified – description by zone/sector


-  principal needs to allow for in the next few days/weeks


-  risks and constraints liable to worsen the victims’ situation
4.  Useful administrative information:

- Person responsible for all issues concerning the proposed operation and the request for funding from ECHO – contact at humanitarian organisation’s head office (telephone, e-mail, mobile phone)

- Person responsible for setting up the operation on the ground (telephone, e-mail, mobile phone, satellite phone).

- Likely date of submission of the proposal/request for funding using ECHO form (document 1-2).


Name of the legal responsible entitled to sign operational contracts:

Position:

Name of the sender:


Position:


Place:


Date:

Signature:

ANNEX: Document 7 – simplified budget

In case the funding request is submitted in the form of a letter of intent, the partner organisation is required to send also a funding request in the form of document 1-2 at the latest one month after the end of the operation, accompanied by a detailed budget.

