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	INTRODUCTION



This is a working guide, intended to provide an interim, or preliminary, source of basic information on the Federation's standard appeals and reports process. It is not intended to be exhaustive, but rather serves in a more narrow sense to communicate basic information related to standard appeals and reports, to respond to commonly asked questions, to clarify misperceptions, to promote coherence, and to fill the gap until the Federation's official Procedures Manual (or Standard Operating Procedures) can be updated, approved, and disseminated. Similarly, various processes continue to address the Federation’s next generation Annual Appeal, and Federation planning. Both remain in some degree of transition, and because it is premature to predict the outcome of this process, this guidance does not attempt to address either. 
In general, the Federation’s Appeals and Reports are simply intended to articulate how the organization intends to carry out a planned programme or operation to support a national society (or national societies) to deliver assistance to a specific or pre-selected group of beneficiaries. Through the improved performance and impact of its Appeals, donor satisfaction and confidence in the Federation will be increased, resulting in more funding opportunities. The Federation’s standard appeal and reports products are therefore primarily intended for, and are most relevant to, its own donors and partner national societies. But because the products are made available or distributed via the Federation’s website they are also viewed by a wide external audience and the general public at-large. This is an important consideration in the overall Appeals and Reports process.
GENERAL

The Federation’s Appeals - Annual and Emergency: the Federation appeals for voluntary funds primarily through two mechanisms:
· the Annual Appeal; and
· Emergency Appeals.

The Annual Appeal broadly represents, and articulates, the Federation’s plans, and designs, for multilateral programmes that are intended to improve the lives of vulnerable people, working through and, in the process, assisting national societies. 

Emergency Appeals are launched by the Federation under the authority of the Secretary General in response to a request from a national society for international assistance to support their local relief response. At a minimum, an Emergency Appeal will outline the:

· Situation;

· Needs (beneficiary details);

· Red Cross and Red Crescent Response (usually by sector of intervention);

· Key operational support issues, such as coordination; and

· Budget (at least preliminary). 
click here for further information on Emergency Appeals, including the format and related tools and guidance available on the Disaster Management Information System (DMIS), or go https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp 

Project Planning Process (PPP): PPP refers to the Federation’s efforts to establish an overall planning structure which is more strategic, comprehensive, integrated, consistent, flexible and more closely linked to National Society plans. These related guidelines are intended to be a useful, clear and comprehensive tool for delegations as we collectively try to build better Secretariat planning to support the work of national societies.
Click here for further information on the PPP and the related guidance, or go to  https://www-secure.ifrc.org/dmis/toolbox/planning_guidelines/toolbox_planning_guidelines.asp.

Federation Reporting Standards: why has the Federation created and made an effort to have donors agree to accept reporting standards on its appeals? Because the interests of the organization at large, the programmes it seeks to implement, and the beneficiaries it seeks to assist, are best served when donors accept, and have confidence in, the Federation’s standard appeal and reporting products, systems, and processes. The organization is therefore committed to performing to meet donor expectations while delivering assistance to the most vulnerable.
Federation Standard Appeal, DREF Bulletins, Updates, and Reports Formats or Stylesheets (“products”): the standard appeals, minor emergency, updates (programme and operations), and reports formats are designed to be used as flexible tools, to facilitate operation and programme implementation, while meeting the donors (and other’s) needs for quality (and quantifiable) information in a timely and consistent fashion. The formats (or stylesheets) reflect, to a large extent, the evolving nature of the organization; as the Secretariat and Federation change or adapt to the external environment, so do the products and appeals/reports systems or processes. Suggestions to improve these products are always welcome.

Click here for further information, and details, or to view the full range of products and related guidance go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp 
or

https://fednet.ifrc.org/sw14020.asp

Quick reference guide

	Type
	When issued or launched
	Document and related guidance

	Annual Appeal: Country, Region, and Global Programmes                                                                                                                                          
	November or December each year.
	 Programme Update:  minimum of 2 issued during the year - the first before 30 June, the second before 31 December. 
 Annual Report (on Annual Appeals/Operations): issued by 31 May of the following year; 

	Information Bulletin


	Within hours of a minor emergency or disaster; complementary to DMIS reports.
	Information Bulletin: used to report on RC/RC action when a small-scale disaster has occurred but no further action or support is intended. Normally no DREF is allocated. An Information Bulletin complements DMIS reports.

	DREF Bulletin
	Immediately after a minor emergency or small-scale disaster where DREF has been allocated.
	 Reporting is intentionally light, but the DREF benefits from frequent reports that focus particularly on impact; reporting is accomplished through DREF Bulletin Updates.
 An operating time-frame must be indicated in each DREF request and DREF Bulletin, and adhered to in the subsequent DREF Bulletin Updates.

 A DREF Bulletin Final Report is required within 90 days/three months after the end of the operating timeframe. The DREF Bulletion Update format is used for the Final Report (refer to DMIS for guidance).

 Normally fully funded from DREF (up to CHF 250,000). DREF does not necessarily have to be reimbursed.

 Can turn into an Emergency Appeal.

	Emergency Appeals
	Within hours after a major emergency or disaster.
	 Operations Update: first update issued within 30 days of the appeal launch; a second issued at some point during the course of the operation (based on the end date of the appeal/operation). 
 If DREF was allocated in DREF Bulletin, the allocation must be reimbursed.
 Interim Narrative and Financial Report: applies only to Emergency Appeals which have been extended; due three months after the original end date of the operation.
 Final Report: issued within 90 days after the end of the operation.


Federation’s Style guide – A standard style for Federation English: the way reports, publications, and other products are presented says a great deal about the organization which produced them. Style is part of the message being conveyed. For an organization such as the International Federation, it is important to give an image of coherence and clarity, reflecting the competent and effective way in which we carry out our core activities. This style guide covers the use of written English. Like all guidance, the style guide needs to be updated; meanwhile it is an optional tool, to be used at the discretion of the writer.
click here to view the Styleguide and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp 
Federation’s Communications Guide: this is intended to be a training and operational resource for national society information officers worldwide, as well as delegates working alongside them. It was first commissioned by the Movement's communications forum, a body set up by the Council of Delegates to chart new directions for all components, and the work was administered by the Advocacy and Communication Division at the International Federation in Geneva.  This is a guide, not a rule book, to provide advice to national society information officers to use and fine-tune as they judge best, juggling the various priorities which arise from dealing with a domestic audience.

click here to view the Communication’s Guide and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp 
A brief word about sensitive issues in our written communications: there are a few basic "do's and don’ts" related to capturing or describing situations which could be considered politically or culturally (religiously) sensitive, or that involve conflict situations. As a general rule, the Federation has to be extremely careful about publishing out any external information that might deal with these types of situations or topics. One option is to simply place informal updates on the DMIS. However, if an Information Bulletin is produced, or an Operations Update or Programme Update does deal with these situations, remember a few quick points: 

DO NOT:
· specifically name leaders of any groups in conflict situations; imply that one group is at fault, or that one group is winning;
· provide any detailed information which could be perceived as strategic (specific geographic locations, numbers of armed combatants, types of arms used, etc); 
· attribute quotes or claims from any of the combatants (could be interpreted as disseminating disinformation or propaganda);
· dramatize the situation; we must be factual!
BUT DO:
clearly explain how the overall situation has an impact on the humanitarian operation and the assistance activities the Red Cross and Red Crescent is attempting to deliver (make the link with the humanitarian impact); strictly limit the narrative to factual details (specific numbers and detailed needs). 

Translating standard Appeals and Reports to other official Federation languages - French, English, Arabic, and Spanish: the Federation is committed to providing all written external communications in each of the official languages. Beyond this general parameter, however, by their nature translating documents can add an exponential element to the Federation’s workload, are expensive, time-consuming, and labour-intensive, and are considered to be an often frustrating aspect of the appeals and reports work. Because of this, the decision on what to translate and where to do it is, in fact, usually taken on an ad hoc basis, depending on a number of discretionary factors such as the profile of the programme or operation, available funding for the costs of translation, the competing workload, etc. The decision about whether or not to translate appeals, updates, and reports, therefore, ultimately rests with the regional department and the respective RRU. Whenever appropriate, local alternatives to translations should be explored and are encouraged, not least because of the lower costs associated with locally available translators.
Disaster’s Information Unit (DIU): the DIU is intended to streamline and increase the effectiveness and cohesiveness of the Federation's disaster response information tools and functions by combining, in one unit, the Disaster Management Information System (DMIS - managed by Frederic Zanetta), support to Emergency Appeal planning and reporting (Operations Updates), and Disaster Relief Emergency Fund (DREF) Bulletins (raising the profile of “silent" or forgotten emergencies” and communicating the urgency of neglected crises). The DIU works closely with the Secretariat's Media and Public Relations Unit and Logistics Department, while providing support to regional departments and continuing to work hand-in-hand with the Regional Reporting Units (RRU's). 
The DIU follows the following general parameters: RRU's are always the first point of contact and are responsible for dealing with and processing all appeal and reporting-related documents (both annual programme and emergency appeals, including DREF Bulletins and related updates). The DIU is primarily to be considered as support to the RRU's, and plays a back-up role as required.  However, given the often unique nature of natural disasters and emergencies, a flexible approach is needed. The following mitigating factors are considered important in this process, and generally define the DIU's involvement:

· the size, scope, severity, and type of disaster, and the corresponding level of engagement of the regional department, OSD, the standard disaster tools, etc.

· based on the above, when OSD (and by nature the DIU) is explicitly tasked by the Director NSFS (or head of regional department) to manage and/or facilitate the operation.

· the element of different time-zones.

· when the head of RRU is on mission or otherwise unavailable.

· when the regional delegation (or service centre) lacks the technical resources to support the operation, or the development of an emergency appeal.

It’s important to keep in mind that constitutional authority to sign and launch Emergency Appeals is held by the Secretary-General, as well as NSFS Director (so Emergency Appeals need to be channeled through Geneva no matter what). Emergency Appeals must be accompanied by a Disaster Response Checklist (available on DMIS). Also, the best way to avoid duplication of effort and any potential frustrating delays is to simply pick up the phone in the early stages of a disaster to immediately clarify roles and responsibilities, then follow this up with an email (normally the role of the regional officer). Lastly, despite efforts to adhere to the above, and depending on the specific disaster, it may simply make sense to have emergency appeals posted from Geneva (eg. when there are last minute inclusions or changes of a political, policy, strategic, or budgetary nature).
Regional Reporting Units (RRUs): RRUs were implemented in 2003, and reflect the move to decentralize authority and operational decisions to the field, in the process:
· showing how the Federation is increasing and improving its ability to effectively deliver assistance to beneficiaries and national societies; by

· providing effective capacity building support; and

· improving the quality and timeliness of appeals and reports; while

· rationalizing the reporting workload on the field and the end use of reports; resulting in.

· increasing donor satisfaction and funding opportunities.

These are considered key to implementing successful programmes and activities at the global, regional and country levels.

The Federation has improved its appeals and reporting performance in recent years, emphasizing an enhanced capacity in the field and in Geneva, along with more responsive appeals and more effective updates and reporting products. The RRU’s are intended to re-inforce this effort, and address the Federation’s commitment to take a rigorous and professional approach in the key areas of programme performance and donor relations.

The RRU’s promote improved coordination, and consolidate and intensify appeals (emergency & annual) and reporting capacity, resulting in improved performance and donor confidence in the Federation’s programmes and products. In addition to their core quality control and compliance functions, where appropriate the RRU’s can play a participatory and supportive role in operations and programme design and planning (including drafting emergency appeals), monitoring (assessing achievements and constraints), and capacity building (training). The RRU’s have been specifically tasked to work in close coordination with the Federation’s Regional Finance Units (RFU’s), to reinforce the link between narrative and financial reporting.

Regional Finance Units (RFUs): Based on a similar premise as that of the RRU’s, the primary role of the RFU is to provide regional support to country delegations on budgeting, accounting, analysis and reporting and to provide a vital quality control and monitoring function for management over the monthly accounting cycle. Each RFU is staffed with a Head who is supported with qualified local staff. The size of each unit is dependent on the number of delegations operating under that units region of responsibility. The country operations however still remain responsible for local budgeting, accounting, and reporting and as such are accountable for adherence to standards and procedures. The RFU’s close proximity to the operations makes them instrumental in any first reaction and support for emergency responses.

The RFU’s form an integral part of the regional management structure of the Federation. The units operate against standard Terms of Reference in order for there to be consistency across all operations. Geneva sets overall direction for the units within a finance procedural framework and monitors the units against set standards and parameters. This common structure allows for efficient support to the units from Geneva. The RFU’s are also specifically tasked to work in close coordination with the Federation’s Regional Reporting Units (RRU’s), to reinforce the link between narrative and financial reporting.

Pledge Management: donor support to the Federation’s appeals and reports is managed through the pledge management system, comprised of a Pledge Management Note (PMN). If the reporting requirement on the PMN does not indicate standard reporting, then regional officers are responsible for negotiating with budget holders and the donor, in consultation with RFU’s and RRU’s who advise on general financial and narrative reporting requirements.

Click here for further information, details or related guidance on PMN’s, or go to https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp 
Handling pledge balances when a PMN operating time-frame expires (in line with the current procedures for reallocation of income):
· Material positive balances (>CHF 5,000 or 5% of total contribution): when the PMN operating-time frame expires, expenses will no longer be booked to the specific pledge unless the extension of the time-frame is authorized by the donor in writing.  In this case the PMN must be revised accordingly in FABS to reflect the change in both FMR and DMR.  In cases when the extension of the PMN operating time-frame is not possible, the donor will then indicate if the balance should be either reallocated to another project or reimbursed. 

· Non-material positive balance (<CHF 5,000 or 5% of total contribution): if the positive balance is inferior to 5% of the total contribution or lower than CHF 5,000 (whichever value is lower), the balance will then be treated as unearmarked income and reported only at the appeal level.
· Negative balances: Negative PMN balances will not be charged to the donor unless signed PMN specifies otherwise.

Pledge-based Reports (PBR’s): the process for PBR’s on Annual Appeals is the same as that on Emergency Appeals. They can be narrative, financial or both. Pledge-based Reports are requested by donors with additional reporting conditions not entirely fulfilled by appeal-based reports, focusing primarily on one single contribution. 

· the narrative: requested by donors with exceptional reporting conditions not entirely fulfilled by any other standard reports. The request for a PBR must be mentioned in the Pledge Management Note for the related contribution. Pledge-based narrative reports on operations are written within the emergency appeal framework but focus primarily on one or more operational components funded by the donor.

· The financial: requested by donors with exceptional reporting conditions not entirely fulfilled by any other standard reports. The request for a pledge-based financial statement must be mentioned in the Pledge Management Note for the related contribution. The statement will report on the income, budget, donor coded expenditures and balance of a single contribution. RRUs review/edit draft pledge-based narrative reports.

Process:

1. Delegations are to be aware of all PMN (pledges) and their associated requirements, particularly financial and narrative reporting. The final responsible party must be known and agreed in the beginning; this may be the Desk, the Delegation, Ops Support/Geneva or even the RRU).
2. Delegation prepares the required PBR and submits it to the Regional Reporting Office (RRO) for narrative reporting, following the identical process and flow for Programme Updates, Operations Updates and Information Bulletins; the Regional Finance Unit (RFU) for financial reporting.
3. RFU verifies the financial report and submits the RRU. RRO reviews the narrative report and submits to the RRU; approval within Regional Delegation is implied.
4. RRU reviews and verifies the PBR/narrative, and attaches the PBR/financial.
5. RRU submits PBR (narrative and financial) to Geneva (Ops Support Dept) for validation, that is, registration as completed on the system.
6. RRU also copies Desk and/or Delegation for concomitant submission to donor. Regional Officers, in consultation with delegations and RRUs, will be the focal point for donor queries on pledge-based reports.
Automatic e-mail notification on reports due: these reminders are sent to heads of RRU. Maintenance of the system remains centralized in Geneva until the FABS database is made available to the field (or a follow-up system).
List of reports due available in FMR: the accuracy of these lists depends on the validation of pledge-based reports and e-mail notifications sent every time when appeal-based reports are issued. When both appeal and pledge-based reports are posted on the web directly by RRUs, mechanisms to ensure that notifications are not discontinued are required to enable OSD to update the reports due information in FABS. Solutions to enable RRUs to send notifications on appeal-based reports posted on the web were already identified. However, at the pledge-level there are still no notification system in place and therefore, OSD must still be notified by email by either the regional department or RRU when pledge-based reports are issued.

Grants: grants are essentially considered the same as earmarked contributions. They are a contract between the Federation and large institutional donors such as USAID, ECHO, CIDA; etc. Reporting on grants can be quite specific and detailed, and therefore the Federation maintains a grants officer position to facilitate and coordinate this activity. Technical departments in Geneva should also review grants applications and contracts in cases where contractual conditions exceed Federation standards. Approval should be sought from the relevant technical department(s) e.g. Logistics, Legal department. This will minimize risk and increase the overall compliance to contractual conditions.
Process: 

Applications reviewed by RFU (budget) and RRU (narrative).

 Grants reports reviewed by RRU.

 Financial reports verified by RFU.

 All reports validated by RRU (sign-off and informing the OSD Grants Officer on a weekly basis of all reports sent to donors during the week for maintenance of pledge database - FABS).

 Regional Officers send grants reports to donors (for as long as grants contracts continue to be signed in GVA, accountability for this must be maintained centrally).

Budgeting and finance
Appeal budgeting: Annual and Emergency: an Appeal budget (Annual or Emergency) represents a broad plan of action and a realistic target based on assessed needs. Appeal budgets are important because they tell donors what has to be spent to do what we plan. They should only be revised to reflect major changes in operational needs. This is particularly true in relief operations when a revised assessment shows that we have to do more (or less) than the initial plan, but can also apply to Annual Appeals. In terms of Annual Appeals, the Federation will encounter problems if, however, donors are informed in November that the Annual Appeal plans have changed for that year. These adjustments would normally be expected around mid-year, or by 1 October latest. An operational budget is established once there is an idea of the funding available. The operational budget represents the portion of the plan that can be implemented when the anticipated resources are made available. Operational budgets change with the funding (e.g. if one receives more than anticipated, one can implement more activities, reflected by a revised operational budget). 
Revising Annual and Emergency Appeals (appeal duration/time and/or budget): Annual and Emergency Appeal budgets should normally only be revised (or, in the case of Emergency Appeals, the appeal extended or shortened) when there is a major change in the country or region that will have an impact in the programme or operation, accordingly resulting in a potentially significant impact on the beneficiaries (increase or decrease in their needs), and thus a corresponding need to adjust the planned appeal activities and budget. Poor funding does not usually constitute an adequate reason to revise an Annual or Emergency Appeal budget (funding has little to do with needs if and when they have been properly assessed). Revised Annual or Emergency Appeals are conveyed or communicated through a Programme Update (for Annual Appeals), or an Operations Update (for Emergency Appeals). While a revised Emergency Appeal is NORMALLY conveyed via the Operations Update format, it’s important to maintain some flexibility here for large operations that are still reasonably early in their implementation or that were launched on a preliminary or provisional basis. In these cases a discretionary decision can be taken to issue the revised emergency appeal on Emergency Appeal header; like all Emergency Appeals, these must be signed by the Director NSFS and the Secretary General. As a general rule, any revision exceeding CHF 1 million must be authorized by the Director, and signed off.
The deadline for revising Annual Appeal budgets is 1 October. Operational budgets represent the phases of the plan implemented with the funds received, and will vary with funding. The original plan remains valid as long as the needs remain the same. What happens if an appeal is over-covered or over-subscribed (e.g. a surplus)? Donors are either refunded, or the original plan (and appeal) is revised to justify the use of extra funds. In both instances it is crucial to inform donors at an early stage to avoid creating or encountering financial constraints, or to allow time to negotiate and agree to the use of the funds.
For revisions up to CHF 1 million, Heads of Delegation (the appeal manager or budget holder) and the Head of Department in Geneva are ultimately responsible for and retain authority to approve revised Annual and Emergency Appeal budgets (in the form of Programme or Operations Updates). RRU’s, RFU’s, and Regional Officer’s in Geneva provide technical advice and clearance in this process, and must be copied early in the correspondence. OSD in Geneva performs a vital role by ensuring adherence to current procedures, consistency between appeal budgets, and accuracy in the Federation’s overall statistics database, and must also be included or copied in the email correspondence, along with a copy of the actual revised budget. In brief, the simplified process is:

1. revised BuSy budgets processed by the field, and sent to RFU (for validation; RFU informs RRU and RO in Geneva accordingly; any problems or issues are resolved at this level);
2. revised BuSy budget sent to Geneva regional department/regional officer and Finance Department (copy to OSD) for information, concurrence, organizational consistency, and approval by the regional department head;
3. regional officer ensures/confirms that steps above have been followed. If all is OK, field is informed to proceed with web posting. 

Appeal balances: all efforts should be made to close Emergency Appeals with a zero balance. Operational or implementation constraints, however, often prevent this. Therefore, a general guide on remaining balances is: on Emergency Appeals, balances equivalent to <5% of total income (pledges) - balances are reallocated to related annual appeals (same country and in cases when that is not possible, same region). If there are no related appeals, the balance will be reallocated to DREF. Balances equivalent to >5% of total income (pledges) - donors will be consulted and their authorization will be required before any reallocation can be effected. On Annual Appeals, balances totaling less than 20% of the total income received within the year will be automatically carried forward into next year's Annual Appeal (same country, same region).
	Emergencies and disaster relief operations;

related tools and guidance


Disaster Management Information System (DMIS): the Disaster Management Information System (DMIS) is a web-based working tool accessible only to Red Cross and Red Crescent staff ad volunteers working in national societies, delegations, and Geneva headquarters. It is a system that provides users with:
· real time information on disaster trends;
· online internal and external resources;
· tools and databases
click here to access DMIS, or go to  https://www-secure.ifrc.org/dmis/index.htm
Information Bulletin (IB): issued within 24 hours of an event to indicate a disaster has occurred (or to capture a situation that has had or could have significant humanitarian consequences), and to clearly articulate how the Federation and/or national society have already responded or plan to respond (including potentially issuing an emergency appeal). Like all the Federation standard formats, Information Bulletins are designed to be flexible in nature, to be adapted to fit a wide range of situations. Questions quite commonly arise over whether an Information Bulletin is appropriate to issue or not (e.g. when a serious disaster involving a large national society such as the American Red Cross responds to a disaster in their own country, or in a small-scale disaster when the information is already on the DMIS in some fashion). In these instances, the information should be considered complementary, and the rule of thumb should be “when in doubt, get it out”. Two questions can be useful to ask yourself: does the Information Bulletin validly portray Federation or national society action, and does the national society agree with putting it out externally. If the answer to both is yes, then there is no issue. If a national society disagrees, the Information Bulletin should simply not be issued. 
Depending on the size and scope of the disaster, if there is valid information, an early determination should be made whether an Information Bulletin or a DREF Bulletin (see below) is a more appropriate way to convey national society action and to generate support. Information Bulletins are usually drafted and completed at the discretion of those who are best placed to assess the Red Cross and Red Crescent response (e.g. the field and/or national societies). Information Bulletin’s are placed on the Federation's public website, and are, by nature, complementary to related information on the DMIS (and often media pieces). Information Bulletins should be short and concise (usually no more than two pages long). If the situation or disaster calls for external funding and support, or for DREF, a DREF Bulletin must be issued (see below).

click here to view the Information Bulletin format and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp
Disaster Relief Emergency Fund (DREF): in the event of a small (or slow-onset) to large-scale disaster, the DREF represents a pool of unearmarked money that can be used to guarantee immediate funding in response to emergencies on a cost recovery basis. The fund is one of the global Annual Appeals launched each year, and is a valuable part of the organization’s overall disaster response capacity. The majority of funds are used to start up operations in major disasters, while a significant portion of the available funds may provide support to smaller scale or less visible emergencies as well as to forgotten disasters where emergency appeals are either not appropriate or donor interest is not forthcoming but the Red Cross and Red Crescent response to specific humanitarian needs is required. Requests for DREF allocations are reviewed on case-by-case basis. Smaller-scale emergencies are often fully funded by DREF, articulated by DREF Bulletins.
click here to view the detailed DREF request format and related guidance, or go to 
https://www-secure.ifrc.org/dmis/response/dref/dmi_dref.asp
DREF Bulletin:  the DREF Bulletin is simply intended to provide another option or tool to enable the Federation to flexibly respond to smaller-scale disasters or situations that might otherwise not receive donor support through an Emergency Appeal. The DREF Bulletin fills a gap between the standard Information Bulletin and an Emergency Appeal. DREF Bulletins are always issued when a DREF allocation is made, and the activities are normally fully funded from DREF (as a general parameter up to a level of CHF 250,000). There is no requirement to refund the DREF when an allocation has been made to fund a DREF Bulletin operation, but if the operation evolves into an Emergency Appeal the DREF allocation is reimbursed. The DREF request serves as the mechanism or vehicle to determine whether a DREF-funded only operation or an Emergency Appeal is launched; the size of the DREF allocation (and whether only DREF or an Emergency Appeal) is mutually determined and agreed in a brief dialogue between the field delegation (country or region), the head of the regional department, and the head of OSD (the NSFS director must approve all DREF requests). A decision may be taken at a later stage to change a DREF Bulletin into an Emergency Appeal. In this instance, the project code is merged into an Appeal, and the DREF allocation is recovered. 

DREF Bulletins are assigned a specific number; this is significant because it establishes the reference for all future documents and related reports. Like the tool itself, DREF Bulletin reporting is also intended to be light in nature -- most commonly carried out through subsequent DREF Bulletin Updates. These should be issued as regularly as possible, and should reflect the impact of DREF. A DREF Final Report is required 90 days/three months after the end of the operation. Both formats are available on the DMIS.

click here to view the Information Bulletin format and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp
Emergency Appeal (EA): an appeal is simply a plan articulating how the Federation plans to respond to an emergency situation where there are significant needs for which international assistance is required. An Emergency Appeal is always based on a request from a member national society, and is usually issued on the basis of a needs assessment. Emergency Appeals always consist of a narrative and a corresponding budget. The Emergency Appeal narrative is normally prepared in the field, consolidated by the regional reporting unit head, and sent to the Regional Officer, Ops Coordinator, and Operations Support Department (OSD) for finalization (entailing technical input, editing, budget alignment, approval/signature by the SG and NSFS Director, and lastly posting on the web). With efforts to delegate and decentralize operations and authority to the field, issues of finalizing, approving and distributing Emergency Appeals inevitably arise. Due to the often fast-evolving nature of major sudden-onset emergencies and disasters, and the fact that (depending on the situation) commitments and decisions are taken (and often changed) quickly, it is important that Geneva continue to play a central role in formulating, reviewing, and/or processing, and approving emergency appeals. However, given efforts to inject a reasonable level of flexibility into the process, there are instances where delegations, supported by RFU’s and RRU’s, may take on this responsibility, upon specific request from the regional department and OSD. A high level of dialogue and communication between all involved (including with RRU’s and RFU’s) early in the process can help facilitate the entire Emergency Appeal process.

Similar to the narrative, Emergency Appeal budgets are also normally prepared in the field, to the RFU for validation, then on to Geneva for approval, formatting, posting to the web with the appeal, and finally inserted into the Federation’s financial tracking systems and central statistics database.
click here to view the Emergency Appeal format and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_templates.asp
· DREF Bulletins evolving into Emergency Appeals: a decision may be taken at a later stage to change a DREF Bulletin into an Emergency Appeal.

· Preliminary Appeals: whether or not an appeal is designated as a “preliminary” is often an ad hoc decision, and is really based on elements such as the amount of information available at the time of drafting an appeal, the size, scale, scope, and severity of the disaster, how much detailed information is available, the status of the needs assessment (e.g. FACT), the status of formulating a budget, etc. There is not a separate format for preliminary appeals. Rather, the Emergency Appeal format is adapted to fit the situation, ad the word “Preliminary” is simply inserted in 2 places at the top of the title page, together with the Preliminary Budget (please refer to the web for examples of Preliminary Appeals). 
· Appeal launch timing: when a decision is taken to launch an Emergency Appeal for natural disasters, it must be issued to the web between 24-48 hours after the event. In these instances a preliminary budget with a general indication of needs can accompany the Emergency Appeal.  In the case of issuing an appeal for slow onset disasters e.g. (drought), there is no determinant launch time.

· Authorization for Emergency Appeals: according to the Federation’s constitution, the Secretary-General is authorized to sign and approve emergency appeals (along with the Director, NSFS). He/she, or the delegated acting, may in turn delegate this authority. There have been suggestions to move to full delegation of authority to the Director, National Society and Field Support Division (NSFS). This issue is currently under discussion; if it were to be adopted, the name of the Secretary General would remain on the signature line of emergency appeals.
· Numbering Emergency Appeals: all Emergency Appeals are assigned a specific number, e.g. MDRXXX000. Appeal numbers are significant because this establishes the reference for all future related documents and respective reports.
· Duration of Emergency Appeals: all Emergency Appeals cover specific time periods, clearly indicated at the top of the title page. Depending on the nature of the disaster, a minimum timeframe of 4-months should be allowed to implement a relief operation (in view of the actual procurement, delivery, and distribution of relief goods). Emergency Appeals should have a maximum timeframe of 12 months. Any longer would imply a longer-term programme or operation, which should become part of an Annual Appeal.
· Disaster Response Checklist: the Disaster Response Checklist is intended to serve as an internal reality check – an administrative and coordination tool to ensure that the appeal has been through the required technical clearance and sign-off process. The Disaster response Checklist can be imitated by the field.

click here to view the Disaster Response Checklist, or go to
https://www-secure.ifrc.org/dmis/toolbox/references/DISASTER_RESPONSE_CHECKLIST.pdf
Operation’s Update (OU): report on emergency operations/appeals, and consist of a narrative and a list of contributions, intended to provide an objective-based summary of activities over a specific period of time. OUs allow donors to understand the achievements, impact and constraints of an operation. The first OU must be issued within thirty days of the launch of an Emergency Appeal. At a minimum, a second OU must be issued over the course of the operation (e.g. the originally established end of the operation). Operations Updates report against the objectives set out in the original appeal. If the operation is revised, budget and planning revisions will be reported on ahead of time in an Operations Update. This must be issued no later than 45 days before the end of an emergency appeal 
click here to view the Operations Update format and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp
Interim Final Report: Interim Final Reports constitute an effort to respond to or satisfy donors who require final narrative and financial information (often for reporting back to their Government) by the original appeal end date (due three months after the original end date of the emergency operation). They apply only to emergency appeals that have been extended. The Interim Final Report consists of a brief narrative, and must be accompanied by an interim financial component (FABS or CODA printout showing the current status of accounts). The stylesheet is the same used for Final Reports (the word “Interim” is simply inserted before “Final Report” at the top of the title page). The rationale or reason for issuing an Interim Final Report should be clearly explained in the summary paragraph. Interim Final Reports are always followed by a Final Report (due three months/90 days after the extended end of the operation). The two-page final financial report (showing variance, surplus or deficit funds, contributions, etc.) is prepared by Geneva or the RFU and attached to the existing Interim Final narrative already on the web. At the discretion of the RRU and RFU, the    interim narrative can remain on the web (as a historical record), particularly if there are significant differences between the interim and final narrative (e.g. developments since the end of the operation and posting of the interim report). Alternatively, the final narrative can simply replace the interim narrative report.
Final Report: the Final Report presents the final closing narrative and financial report of an emergency operation/appeal, and must be issued within 90 days of the end of the operation.  Unlike Operations Updates that report in detail against the established objectives, Final Reports are rather intended to provide an overview analysis of the overall effectiveness of a Federation operation, together with the corresponding financial information. Indicating lessons learned and impact is particularly important. 
click here to view the Final Report format and related guidance, or go to
 https://www-secure.ifrc.org/dmis/toolbox/planning_guidelines/toolbox_planning_guidelines.asp.

The financial component of the Financial Report will include:
· the list of pledges/contributions received.
· a breakdown of expenses against Appeal Budget (original or revised). This report can only be produced once all expenses related to the Emergency Appeal have been booked and the related project frozen, including:

· all expenses booked to the project (field and Geneva).
· all working advances cleared.
· no outstanding provisions booked to the project.
· DREF loans reimbursed.
· PSR charged at the last period of expenses.
It is important that these requirements are met soon enough so that the financial report can meet the 90 days deadline. Therefore it is strongly recommended that the Project Manager, the Finance Delegate and the Reporting Delegate discuss the deadlines. If they cannot be met donors must be informed (via an Operations Update).
	Annual appeals/programmes;

related tools and guidance



Annual Appeal (AA): the Federation’s Annual Appeal articulates (markets) the Federation’s programmes, strategies, and funding requirements for longer-term capacity building or development programmes over two-year cycle, and are structured or based on the four core areas of: Health and Care; Disaster Management; Humanitarian Values; and Organizational Development. The Annual Appeal is normally completed or finalized in September and usually launched between mid-November to mid-December each year.  Types of Annual Appeals fall into three broad categories:

· country, sub-regional, or regional appeals.
· funds - Disaster Relief Emergency Fund (DREF) or the Capacity Building Fund (CBF).
· global programmes.

· Programme Initiative (PI): the Programme Initiative is a relatively unique tool, representing a way for the Federation to flexibly fund very select activities (usually health-related). The PI is intended to provide a coordinated, innovative, and flexible approach to access key global partnerships and significant Government, foundation, and corporate funding opportunities and resources in order to respond to specific health needs. The reporting requirements are limited and flexible. A separate stylesheet has been developed, and reporting is carried out through the Programme Update.
Note: Annual Appeal guidance (and the associated format or template) is formulated, updated, and sent to the field once each year, and is therefore not necessarily placed on the DMIS.
Programme Update (PU’s): PU’s are intended to provide details on the progress of the Federation’s Annual Appeals. PU’s are objective-based in nature, and intended to measure the impact of the planned activities. The first PU must be issued by 30 June, and the second issued between by 31 December. PU’s are accompanied with the list of contributions (cash and in-kind). If the appeal is revised, budget and planning revisions will be reported on ahead of time in a Programme Update (see below or click here to go to budget revision guidance). An Annual Appeal budget may be revised when significant operational or political changes have occurred which have an impact on the beneficiaries and the delivery of the planned assistance programmes.
click here to view the Programme Update format and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp 
Annual Reports (ARs): are intended to provide a summary of longer-term programme activities, and are accompanied by a finance report. The Annual Report narrative should be finalized/submitted by March, and issued by mid-May. The related two-page financial data is generated once the books have been closed (accounting year-end is 31 December) and audited (usually around March/April), and can be produced in Geneva or the field (RFU). The narrative will report against the objectives set out in the original appeal, evaluating what was achieved and what was not. Unlike the Programme Updates which are a detailed account of activities implemented against the intended objectives, the Annual Report provides an opportunity to take a step back and provide an overview analysis of the programme after it has ended. Identifying lessons learned and impact is an important component of Annual Reports. Projects for which activities are on-going will have their balance carried over into next year’s appeal. 
click here to view the Annual Report format and related guidance, or go to
https://www-secure.ifrc.org/dmis/toolbox/toolbox_stylesheets.asp[image: image1.png]



� In the Federation context, guidance is, by nature, always draft; as the organization evolves in reaction to the external and internal environment, so do structures, procedures, and rules.
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