Annex 12: Standard Operating Procedures (SOP) for cash based interventions
! EXAMPLE!
CONFIDENTIAL

Note:

Standard Operating Procedure (SOP) are written documents that describe, in great details the routine

Procedure to be followed during implementation of Cash based intervention.
These SOP are defined by:

-Logistic Coordinator 
-FSL Coordinator

-Admin coordinator

Approved by the Head of Mission.
The correct action will depend on many factors; the generic procedure may be appropriate according to the circumstances.
Cash transfer by road
1. Authorisation for movements with cash
All movements with cash on board must be validated by LogCo + Admin Co.
2. Occupants in a vehicle

Minimal number of occupants in a vehicle

Always a minimum of two persons is required in the vehicle for the trip.
Authorized persons

When making cash transfer by road, only the people listed bellow be on board:  

· AdminCo

· LogCo

· Cashier 

· Deputy Logco

· FSL Co

· PM Cash for Work

· Deputy PM Cash for Work

3. Vehicles
· Use an unmarked vehicle, follow “Low profile” principles.
· When withdrawal cash at bank, use a different vehicles to go back to ACF office..
4. Convoys

· We always use 2 cars for movement with cash.
· Respect of ACF rules for convoy.
Cash transfer by air transport

When possible, we should use airplanes as much as possible for cash transfer to the field.
Contacts during movements of cash
At Departure

When moving the person in charge of the convoy has to contact directly by phone: LogCo/HoM, and give the following information: 

· Departure time

· Exhaustive crew

· Destination

· Estimated Time of Arrival

At Arrival

A new contact with the base must be done.

In case of blackout/ Loss of contact (See details procedures in LSOP.
Rules for Cash distribution
5. For cash distributions at field sites (FSL specific), ACF teams will be provided with a vehicle for each team distributing cash vouchers or checks.  This vehicle will remain with the team at all times until the distribution is complete.

6. ACF teams will conduct distributions with a minimum of 2 ACF staff members

7. ACF teams will ensure that distributions are complete at the appropriate time so that they may return to the ACF base no later than 4:30PM.
8. ACF teams will utilize the sites provided by the local community but the minimum standards must be met and specific procedures followed:
a. The distribution area will be a separate room from the waiting area where the cash vouchers or the checks can be maintained with and controlled by ACF staff at all times.
b. The waiting area will not be the room or area immediately adjacent to the distribution area.
c. There will be a community member or ACF staff member at the entrance and control point for the distribution area.  They will ensure that excessive queuing does not occur.  They will also ensure that only one individual or beneficiary family enters the distribution area at a time.
d. There will be a secondary exit (other than the entry point for beneficiaries) which the ACF team can utilize in the event that the team is required to evacuate for a safety or security reason
e. The local community will ensure that the beneficiary groups have sufficiently dispersed from the distribution area prior to the ACF team’s departure.
Incident: Armed robbery 

Intrusion

Thefts can happen at home or your workplace. In such a case, if it is possible, and as long as it does not endanger you, lock the door before the robbers can break in. Call for help and trigger the alarm, if it is not dangerous to do so.

If robbers break into the building, it is better to cooperate and give them whatever they demand. Do not make any sudden movements. After their departure, lock the premises and go to a safe location, then report the incident as soon as you can.

Car-Jacking
Cooperate and give them whatever they demand. Be sure that the driver will not try to escape with the vehicle.
As soon as the incident is over:

Go to a safe place at once and report the incident. Try to remember in detail what your aggressors looked like in order to help the police identify them.
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