


Contents
1.	Introduction	1
1.1	Purpose of the SOP	1
1.2	Scope	1
1.3	Objectives	1
1.4	Limitations	1
1.5	Definitions	1
2.	Program Overview	2
2.1	Background and Context	2
2.2	Brief Timeline of the Program	2
2.3	Process Flow and Procedures	2
3.	Beneficiary Targeting and Selection Methodology	2
3.1	Targeting Criteria	2
3.2	Target Populations in Intervention Areas	3
4.	Transfer Value	3
5.	Cash Delivery Mechanism	3
5.1	Selection of Delivery Mechanism	3
5.2	Agreements with Financial Service Providers	3
5.3	Distribution Methods	4
5.4	Cash Delivery Process Flow	4
5.5	Security Measures	4
2.	Roles and Responsibilities	4
3.	Reconciliation	4
7.1	List of Required Documents	5
7.2	List of Checks, Reports and Actions to Take	5
7.3	Reconciliation Process	5
4.	Monitoring, Evaluation, Accountability and Learning (MEAL)	6
8.1	Monitoring Framework	6
8.2	Data Collection Methods	6
8.3	Post-Distribution Monitoring (PDM)	6
8.4	Reporting and Documentation	6
8.5	Beneficiary Feedback and Complaints Mechanisms	6
5.	Risk Management and Mitigation	6
6.	Data protection and confidentiality	8
7.	Coordination and Collaboration	8
8.	Review and Updates	8
9.	Annexes	ix
13.1	Annex I – Frequently Asked Questions (FAQ)	ix
13.2	Annex II - Gantt Chart	x
13.3	Annex III – Feedback and Complaint Handout	x
13.4.	Annex IV – Vulnerability Assessment Questionnaire	x




 

1 [bookmark: _Toc207019659]Introduction
This document is produced by xxx’s xxx Department/Unit for xxx project’s cash based assistance activity. The project aims to provide xxx support to households in following regions; xxx. This SOP serves as a comprehensive guide to the implementation of the cash based transfers, ensuring that all activities are carried out effectively, efficiently, and in accordance with best practices and donor requirements.
Cash transfers are scheduled for the months of xxx, xxx, xxx. The transfers to beneficiaries will be monthly/one-off for each beneficiary household; your organization will conduct the transfers to beneficiaries considering the finalization of registrations and assessments in these regions, and (2) xxx. Cash transfers are structured under Result x of the project [Project Name]. 
[bookmark: _Toc207019660]Purpose of the SOP
The purpose of this Standard Operating Procedure (SOP) is to provide a clear and structured framework for the implementation of the cash based transfers in the following regions/provinces; xxx, xxx, xxx, which are affected by the ongoing/devastating xxx crisis. This SOP outlines the processes, roles, and responsibilities to ensure effective, efficient, and accountable delivery of cash assistance to the most vulnerable households impacted by the xxx crisis, thereby enhancing their resilience and supporting their recovery. As appropriate, your organization will update and utilize this SOP for its future CVA projects to ensure the continuous quality for each intervention, xxx Department/Unit will be the responsible unit for above stated tasks.
2 [bookmark: _Toc207019661]Scope
This SOP applies to all personnel involved in the CVA program, including staff from your organization, and other stakeholders (e.g. Financial Service Provider) engaged in the project. The SOP covers the full project cycle, from beneficiary registration and assessment to cash disbursement, monitoring, and reporting.
a) [bookmark: _Toc207019662]Objectives 
The main objectives of this SOP are to:
Use bullet points for the objectives e.g.,
1. Standardize Procedures: xxx.
2. Clarify Roles and Responsibilities: Define the roles and responsibilities of all personnel involved in the CVA activity xxx.
1. [bookmark: _Toc207019663]Limitations
While this SOP aims to provide comprehensive guidelines for the implementation of CVA activities, it is important to acknowledge certain limitations:
1. List here the limitations such as environmental and infrastructural limitations, governance-related limitations, economic/market-related limitations etc.
a. [bookmark: _Toc207019664]Definitions 
1.2 List here definitions that should be clarified for the audience e.g.,
1.2 CVA:
1.2 Beneficiary: 
1.2 Cash Transfers: 
1.2 (Your Organization):  
1.2 (Donor Organization):

2 [bookmark: _Toc207019665]Program Overview
· [bookmark: _Toc207019666]Background and Context
The Cash and Voucher Assistance (CVA) program has been developed in response to the crisis xxx. The crisis caused significant xxx, resulting in xxx and vulnerability among the affected populations. The socio-economic impact of the crisis, has xxx (the reason of the humanitarian response need).
Your Organization, in partnership with xxx and funded by xxx, has undertaken this project/program to provide xxx to xxx (e.g., vulnerable households). Designed as one-off/monthly, cash transfers are scheduled to be completed in xxx months, from xxx to xxx (dates for cash transfer activities). 
· [bookmark: _Toc207019667]Brief Timeline of the Program
This section provides an overview of the key activities and their corresponding timelines for the implementation of the CVA program. 
	Activity
	Timeline

	Kick-off workshop for the project
	xxx - xxx

	Finalization of capacity strengthening plan
	xxx - xxx

	Beneficiary Registration and Assessment
	xxx - xxx

	Cash Transfers 
	xxx - xxx

	Post Distribution Monitoring (PDM)
	xxx - xxx

	Lessons Learned Workshop
	xxx - xxx

	xxx
	xxx - xxx

	xxx
	xxx - xxx



· [bookmark: _Toc207019668]Process Flow and Procedures
This section outlines the key steps involved in the process, from assessment to registration, criteria-based targeting, approval, cash transfers, and MEAL processes.
a) List here your project’s process flow and procedures, e.g., 
b) Referrals, registration, assessments, targeting, etc. 
c) xxx 

3 [bookmark: _Toc207019669]Beneficiary Targeting and Selection Methodology 
[bookmark: _Targeting_Criteria][bookmark: _Toc207019670]Targeting Criteria
The target population for the CVA includes the xxx households in xxx regions/provinces. The selection of beneficiaries is based on a vulnerability assessment conducted by xxx teams in mentioned provinces, taking into consideration xxx, xxx, xxx. 
Please refer to 3.2 Target Populations in Intervention Areas for detailed information on the number of target population per province and per donor. 
These criteria encompass a range of factors indicative of vulnerability, such as xxx, xxx, xxx (examples from your criteria). Clarify here how you score each criterion, and how you calculate the vulnerability scoring and determine the final beneficiary list. You can mention here systems that you use to store the data.
The vulnerability scoring of target population will be through the following criteria: 
	#
	Eligibility Criteria
	Scores

	1
	xxx
	xx

	2
	xxx
	xx

	3
	xxx
	xx

	4
	xxx
	xx

	5
	xxx
	xx

	6
	xxx
	xx

	…
	…
	… 



[bookmark: _Target_Populations_in][bookmark: _Toc207019671]Target Populations in Intervention Areas  
The locations for the intervention were identified through xxx assessments by (your organization and unit has done assessments), and xxx (further assessments done by other organizations in the country etc. / provide links to those assessments and reports in Footnotes). Mention here your target groups as in IDPs, refugees, host communities, or a mix of them (if it is a mix of different groups then also mention the percentage, e.g., 50 percent IDPs and 50 percent host community). 
Table of Intervention Areas
	Location
	Total Number of Target Population

	xxx
	xxx households (xxx individuals)

	xxx 
	xxx households (xxx individuals)



4 [bookmark: _Toc207019672]Transfer Value
The transfer value of CVA will be xxx (currency and the transfer amount) per person/household per month/once/etc. If the transfer value changes based on the household size, use a table;
	Household Size ↓
	One-off / monthly cash transfer 
Amount

	
	

	1
	USD xxx

	2
	USD xxx

	3
	USD xxx

	4
	USD xxx

	5
	USD xxx

	…
	USD xxx



This amount is based on xxx (e.g. MEB, transfer values set by Cash Coordination/Working Group etc.). The transfer value calculation includes xxx (e.g. food, accommodation, education, health …).

5 [bookmark: _Toc207019673]Cash Delivery Mechanism
[bookmark: _Toc207019674]Selection of Delivery Mechanism
Explain here which Financial Service Provider (FSP) you selected, and why.
[bookmark: _Toc207019675]Agreements with Financial Service Providers
Note here the Memorandum of Understanding (MoU) or protocols you have signed with your FSP, and include some details of your agreement related to the cash transfers. 
The key reasons for selecting HalkBank include:
E.g. experience in humanitarian cash transfers, coverage etc.  
[bookmark: _Toc207019676]Distribution Methods
List here what is your modality and payment type:
1.3 e.g., Cash transfers through debit cards, mobile money: detail here how beneficiaries will receive their cash assistance
[bookmark: _Toc207019677]Cash Delivery Process Flow
· List here your process flow, e.g., beneficiary List created by Program and shared with Finance: detail here the process 
· Finance shares the beneficiary list with the FSP: detail here the process.
· Sendin Informative SMS to eligible and non-eligible beneficiaries: detail here the process.
· xxx
· xxx

[bookmark: _Toc207019678]Security Measures
List here the security measures that your organization will implement and provide details for each of them:
1.4 e.g., Beneficiary Verification, 
2.4 Secure Data Management, Controlled Access and segregation of duties, Monitoring and Reporting, Feedback Mechanism, etc. 
[bookmark: _Toc207019679]Roles and Responsibilities
It is important that your organization defines clear identification of roles and responsibilities based on the RACI (Responsible, Accountable, Consulted, and Informed) methodology. 
Key roles of this CVA include Project manager for xxx activities, MEAL manager for xxx activities, xxx for xxx activities etc.
Please find below a table that shows Roles and Responsibilities that are assigned to certain activities in detail.
	Activity
	Responsible
	Accountable
	Consulted
	Informed

	xxx
	xxx
	xxx
	xxx
	xxx

	xxx
	xxx
	xxx
	xxx
	xxx

	xxx
	xxx
	xxx
	xxx
	xxx

	xxx
	xxx
	xxx
	xxx
	xxx

	xxx
	xxx
	xxx
	xxx
	xxx



[bookmark: _Toc207019680]Reconciliation 
Note here why you are performing a financial reconciliation, who are involved etc.
[bookmark: _Toc207019681]List of Required Documents
Following discussing with your Finance Unit, list here the documents required for the reconciliation process:
· xxx document, acquired from xxx, why it is necessary.
· xxx document, acquired from xxx, why it is necessary.
· xxx document, acquired from xxx, why it is necessary
· …
[bookmark: _Toc207019682]List of Checks, Reports and Actions to Take 
With your finance team, define the checks and how they are performed. You can find below a few examples
	





Check #1
	PAYMENT TO NON-BENEFICIARIES

	
	Definition
	Reports Used
	Action Taken

	
	xxx
	1. xxx
2. xxx
	xxx

	CONFIRMED TRANSFER TO ELIGIBLE BENEFICIARIES

	
Check #2 

	xxx
	3. xxx
4. xxx
	xxx 

	VERIFICATION OF TRANSFER AMOUNT

	
Check #3
	xxx
	5. xxx
6. xxx
	xxx 

	DUPLICATE ID

	
Check #4
	7. xxx
	8. xxx
9. xxx
	xxx 



[bookmark: _Toc207019683]Reconciliation Process
Following your agreement with the Finance Unit, detail here the processes will be followed during the financial reconciliation.
1 Compilation of Reports:
1.1 Who provides which report (e.g. FSP for transaction list, programme for beneficiary list etc.)
2 Verification and Cross-Checking:
2.1 Programmatic Cross-Checking: Detail here who conducts checks and how.
2.2 Beneficiary Verification: Detail here who conducts checks and how.
2.3 xxx.
3 Preparation of Reconciliation Report:
3.1 Detail here who prepares the report and how.
4 Review and Approval:
4.1 Detail here who approves the report.
5 xxx
[bookmark: _Toc207019684]Monitoring, Evaluation, Accountability and Learning (MEAL)
This section outlines the MEAL strategy, including monitoring frameworks, data collection methods, Post-Distribution Monitoring (PDM), impact assessments, reporting, and documentation, as well as beneficiary feedback and complaints mechanisms.
[bookmark: _Toc207019685]Monitoring Framework
List here what the monitoring framework includes:
3 e.g., Regular Monitoring:.
4 Indicators: List here the indicators;
4.1 e.g., % of beneficiaries reporting that humanitarian assistance is delivered in a safe, accessible, accountable, and participatory manner
4.2 xxx
5 Roles and Responsibilities: define the roles and responsibilities among the MEAL team based on above listed duties.
[bookmark: _Toc207019686]Data Collection Methods
Detail here how the data collection will be carried out, by whom and stored where…:
5 e.g., Data Centre: xxx.
6 Field Surveys: xxx.
7 xxx
[bookmark: _Toc207019687]Post-Distribution Monitoring (PDM)
Detail here how Post-Distribution Monitoring (PDM) is conducted to assess the effectiveness and impact of the cash assistance. List here the PDM processes:
7 e.g., Frequency, 
8 Scope, Sampling etc. 
[bookmark: _Toc207019688]Reporting and Documentation
Include here the reporting and documentation processes under the MEAL framework:
8 e.g., Monthly Reports: 
9 Visual reports (e.g. PowerBi, Tableau): 
10 Learning Reports:
11 xxx.
[bookmark: _Toc207019689]Beneficiary Feedback and Complaints Mechanisms
Detail here how CFCM calls will be managed and by whom. Note who is responsible for providing a program-specific guideline document to the CFCM and field staff to ensure a standardized-information flow among beneficiaries and applicants. 
List here the mechanisms for beneficiary feedback and complaints:
13 Complaints and Feedback Mechanism (CFM): xxx
14 Response and Resolution: xxx
15 xxx

[bookmark: _Toc207019690]Risk Management and Mitigation
Detail here how you ensure effective risk management for your project. This section should outline the risks and mitigation measures to identify, address, and manage potential risks specific to your CVA activities. You can insert a table like below to clearly visualize specific risks and mitigation measures you and your organization identified.
	Risk Category
	Risk Details
	Mitigation Measures

	Operational Risks
	Delays in cash distribution
	xxx: …
xxx: … 


	
	Issues with the financial service provider
	

	
	Logistical challenges
	xxx: …
xxx: …

	
	Permissions for cash transfers are limited or prohibited by government
	xxx: …
xxx: …

	Security Risks
	Threats to the safety of beneficiaries and staff  
	xxx: …
xxx: …. 

	
	Theft
	xxx: …
xxx: …

	
	Fraud 
	

	
	Security breaches
	

	Data Protection Risks
	Risks related to the confidentiality and security of beneficiary data
	xxx: …
xxx: …

	Beneficiary Risks
	Risks associated with the selection and targeting of beneficiaries 
	xxx: …
xxx: …

	
	Ensuring the target population in need is reached without exclusion or duplication
	xxx: …
xxx: …

	
	Women and girls not having equal access to cash assistance
	xxx: …
xxx: …

	
	Increased risk of GBV (Gender-Based Violence)
	xxx: …
xxx: …

	Market Risks
	Potential inflation or price hikes in local markets as a result of increased cash flow
	xxx: …
xxx: …

	Programmatic Risks
	Risks related to the implementation and monitoring of the CVA
	xxx: …
xxx: …

	
	Compliance with donor requirements and internal policies
	xxx: …
xxx: …



[bookmark: _Toc207019691]Data protection and confidentiality 
Detail here your organization’s commitment for ensuring the privacy and security of personal data. Note how personal data collected for the CVA will be used and what for. Highlight how you will store the data and what kind of access restrictions you will implement.
Detail here how the data sharing between stakeholders such as FSP will take place (e.g. through secure file transfer protocol etc.)
You can also note how you receive the consent of your target group during data collection. It could be useful to include a consent form sample in the annexes. 
[bookmark: _Toc207019692]Coordination and Collaboration
Detail here what roles and memberships your organization has within the coordination platforms such as Working Groups (e.g. Cash Working Group and/or sectoral WGs), task forces, government coordination meetings, etc.. Note how your organization’s engagement in these coordination platforms is helpful for your project. 

[bookmark: _Toc207019693]Review and Updates
This section will be used when you need to update your SOP in case of a change or update in your implementation. You can note here the purpose of the section for the first version of your SOP.
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[bookmark: _Toc207019694]Annexes
[bookmark: _Toc169278822][bookmark: _Toc169279148][bookmark: _Toc169279311][bookmark: _Toc170288817][bookmark: _Toc170288955][bookmark: _Toc170299268][bookmark: _Toc170385152][bookmark: _Toc207019627][bookmark: _Toc207019695]
[bookmark: _Toc169278823][bookmark: _Toc169279149][bookmark: _Toc169279312][bookmark: _Toc170288818][bookmark: _Toc170288956][bookmark: _Toc170299269][bookmark: _Toc170385153][bookmark: _Toc207019628][bookmark: _Toc207019696]
[bookmark: _Toc169278824][bookmark: _Toc169279150][bookmark: _Toc169279313][bookmark: _Toc170288819][bookmark: _Toc170288957][bookmark: _Toc170299270][bookmark: _Toc170385154][bookmark: _Toc207019629][bookmark: _Toc207019697]
[bookmark: _Toc169278825][bookmark: _Toc169279151][bookmark: _Toc169279314][bookmark: _Toc170288820][bookmark: _Toc170288958][bookmark: _Toc170299271][bookmark: _Toc170385155][bookmark: _Toc207019630][bookmark: _Toc207019698]
[bookmark: _Toc169278826][bookmark: _Toc169279152][bookmark: _Toc169279315][bookmark: _Toc170288821][bookmark: _Toc170288959][bookmark: _Toc170299272][bookmark: _Toc170385156][bookmark: _Toc207019631][bookmark: _Toc207019699]
[bookmark: _Toc169278827][bookmark: _Toc169279153][bookmark: _Toc169279316][bookmark: _Toc170288822][bookmark: _Toc170288960][bookmark: _Toc170299273][bookmark: _Toc170385157][bookmark: _Toc207019632][bookmark: _Toc207019700]
[bookmark: _Toc169278828][bookmark: _Toc169279154][bookmark: _Toc169279317][bookmark: _Toc170288823][bookmark: _Toc170288961][bookmark: _Toc170299274][bookmark: _Toc170385158][bookmark: _Toc207019633][bookmark: _Toc207019701]
[bookmark: _Toc169278829][bookmark: _Toc169279155][bookmark: _Toc169279318][bookmark: _Toc170288824][bookmark: _Toc170288962][bookmark: _Toc170299275][bookmark: _Toc170385159][bookmark: _Toc207019634][bookmark: _Toc207019702]
[bookmark: _Toc169278830][bookmark: _Toc169279156][bookmark: _Toc169279319][bookmark: _Toc170288825][bookmark: _Toc170288963][bookmark: _Toc170299276][bookmark: _Toc170385160][bookmark: _Toc207019635][bookmark: _Toc207019703]
[bookmark: _Toc169278831][bookmark: _Toc169279157][bookmark: _Toc169279320][bookmark: _Toc170288826][bookmark: _Toc170288964][bookmark: _Toc170299277][bookmark: _Toc170385161][bookmark: _Toc207019636][bookmark: _Toc207019704]
[bookmark: _Toc169278832][bookmark: _Toc169279158][bookmark: _Toc169279321][bookmark: _Toc170288827][bookmark: _Toc170288965][bookmark: _Toc170299278][bookmark: _Toc170385162][bookmark: _Toc207019637][bookmark: _Toc207019705]
[bookmark: _Toc169278833][bookmark: _Toc169279159][bookmark: _Toc169279322][bookmark: _Toc170288828][bookmark: _Toc170288966][bookmark: _Toc170299279][bookmark: _Toc170385163][bookmark: _Toc207019638][bookmark: _Toc207019706]
[bookmark: _Toc207019707]Annex I – Frequently Asked Questions (FAQ)

Who is (Your Organization)?
xxx, is a humanitarian organization established in xxx… Note here where you operate and what kind of activities you conduct in the country, region, or province. 
Why are we doing this assessment and asking these questions?
Explain here why do you conduct assessments and what do you aim by asking survey questions...
How much cash assistance will we deliver, and for how long?
...
What are the conditions to meet to receive the assistance (eligibility criteria)?
...
Do the target groups have to pay to become eligible?
...
When will they know if they are eligible or non-eligible, and how will they be informed?
...
What should beneficiaries do after being confirmed eligible?
...
What are the responsibilities of beneficiaries?
...
How can they share their complaints and feedback, and how can they ask questions?
List here the complaint and feedback channels your organization has... 
Channel 1
Channel 2

Add additional questions to make the FAQ more comprehensive and as needed…

[bookmark: _Toc207019708]Annex II - Gantt Chart
You can create a Gantt Chart that provides a detailed planning of your activities and tasks for a CVA implementation. You can start defining the task from your project’s Work Plan and then detail as per the needs.
[image: ]

[bookmark: _Toc207019709]Annex III – Feedback and Complaint Handout
It would be a great addition to your SOP if you add here your Organization’s Feedback and Complaint Handout/Card that is distributed during data collection by your field teams.

[bookmark: _Toc207019642][bookmark: _Toc207019710]
[bookmark: _Toc207019643][bookmark: _Toc207019711]
[bookmark: _Toc207019644][bookmark: _Toc207019712]
[bookmark: _Toc207019645][bookmark: _Toc207019713]
[bookmark: _Toc207019646][bookmark: _Toc207019714]
[bookmark: _Toc207019647][bookmark: _Toc207019715]
[bookmark: _Toc207019648][bookmark: _Toc207019716]
[bookmark: _Toc207019649][bookmark: _Toc207019717]
[bookmark: _Toc207019650][bookmark: _Toc207019718]
[bookmark: _Toc207019651][bookmark: _Toc207019719]
[bookmark: _Toc207019652][bookmark: _Toc207019720]
[bookmark: _Toc207019653][bookmark: _Toc207019721]
[bookmark: _Toc207019654][bookmark: _Toc207019722]
[bookmark: _Toc207019655][bookmark: _Toc207019723]
[bookmark: _Toc207019656][bookmark: _Toc207019724]
[bookmark: _Toc207019657][bookmark: _Toc207019725]
[bookmark: _Toc207019726]Annex IV – Vulnerability Assessment Questionnaire
You can add here your Vulnerability Assessment Questionnaire for documentation and guidance purposes. It would be good for the teams to review it all at once, considering the survey tools such as KOBO Toolbox do not show questions all at once. 
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