Module 4, Activity SOPs (A3)
Cut them to individual pieces and distribute one page per table
1. Direct Cash or Cheque distribution
	1.Ensure appropriate budget is available
	2. Share with FAD estimated number + value of envelopes / cheques and denomination

	1.Cross Check 
	2. Ensure cash is available at time of payment 

	3. Register Beneficiaries
	4. Plan for the distribution (date, time, HR, etc.)

	4. Participate in planning
	4. Participate in planning

	5. Fill PR (includes list of beneficiaries)
	5. Based on list, Prepare cash in envelopes / cheques

	6. Organize the distribution
	7. Do/Support cash payments or cheque distribution

	7. Transport Staff with Cash 
	7. Do cash payments or distribute cheques

	8. Collect Proof of Transfer and Clear WAD (if payment done by programme dept)
	8. Collect proof of transfer and clear WAD, Conduct Final Reconciliation

	9. Monitor / review the project 
	

















Module 4, Activity SOPs (A3)
Cut them to individual pieces and distribute out of 4 per table 
2. Cash Transfer through FSP 
	1.Ensure appropriate budget is available
	1.Cross Check

	2. Initiate Service RO/SR to launch tender for FSP. Add TOR and send to LOG
	3. Participate in assessment and selection of FSP

	3. Prepare and launch tender.
Assess and select FSP
	3. Participate in assessment and selection of FSP

	4. Attend negotiation if appropriate 
	4. Negotiate terms and conditions

	4. Participate in negotiation
	5. Prepare and sign contract

	5. Check and approve contract
	6. Register beneficiaries 

	7. Support FSP as required (e.g distribution of cards) 
	8. Receive RO/SR and PR and request fund transfer from FAD

	9. Perform transfer to FSP 
	10. Monitor and support distribution if necessary (OTC)

	10. Monitor transfer as per contract requirement 
	11. Collect Transfer Proofs, Reconcile, Order fee payment

	11. Execute service fee payment to FSP 
	12. Ensure final reconciliation based on mandatory documents

	13. Monitor/ review the project  
	













Module 4, Activity SOPs (A3)
Cut them to individual pieces and distribute out of 4 per table 
3. Additional Procedures for CFW
	1. Advise on local wages and legal aspects
	1. Select Programme site and set daily wage rate

	2. Consult WatHab 
	3. Identify programme partners / external expertise 

	3. Support with established procedures if external expertise is needed 
	4. Sign MOU with community 

	4. Review MOU before signing
	5. Identify transfer mechanism 

	6. Establish list of workers (name , ID, hours, etc.)
	7. Initiate RO/ SR + specifications for material purchase

	7. Launch Tender, prepare and sign contracts
	7. Approve contract




	8. Purchase and deliver material
	9. Distribute materials 

	10. Monitor work and attendance 
	 



















Module 4, Activity SOPs (A3)
Cut them to individual pieces and distribute out of 4 per table 
4. Procedures for Paper Vouchers
	1. Ensure appropriate budget is available
	1. Cross Check 

	2. Design Vouchers  
	2. Verify design if necessary

	3. Initiate printing RO/SR and send to LOG 
	3. Establish contract with Printing Service 

	4. Receive vouchers, verify and store safely
	5. Initiate RO/SR, include list of items with specification 

	6. Launch tender / CFI , establish contracts with vendors
	6. Approve Contracts

	6.Participate in selection if relevant
	7. Register beneficiaries 





	8. Adapt voucher redemption form 
	9. Distribute form to vendors  

	8. Participate in design of form   
	10. Distribution of vouchers to beneficiaries 

	10. Ensure vendors mobilized 
	11. Monitor use of vouchers and assist. benef. as required  

	11. Ensure ICRC standards; monitor vendors 
	12. Return undistributed vouchers to FAD

	13. Collect and count vouchers
	12. Nullify undistributed vouchers 

	14. Carry out reconciliation
	15. Execute Payment to vendors 

	16. Monitor / review project 
	



