	Request format for IHP Service Packages 

	[bookmark: _GoBack]Guidance: The format to be filled out by requesting office and to be sent to hqdeploy@unhcr.org . If required, an assessment team can be triggered to further clarify the needs and requirements for the composition of the Service Package. 

	
	
	

	Requesting organization
	 UNHCR
	 

	Name and position of requesting officer
	
	 

	Country 
	
	 

	Direct project supervisor (Requesting org.)
	
	 

	Reporting date
	 
	

	
	
	

	
	
	

	
	Location

	General information
	 

	Background and type/scope of emergency operation
	

	Description of proposed location (geography, extent of local infrastructure available, etc.) 
	

	Any other UN agencies present in the location/s?  If yes, which ones?
	

	Has the needs and requirements been discussed with other UN agencies or humanitarian organizations?
	

	Preferred project start date?
	

	Preferred project end date?
	

	Security level? 
	

	Any security issues to be taken into account? (attach safety and security reports if available)
	

	Exit strategy?  Is there a longer-term solution?
	

	Any constraints to be factored in? (Weather, climate, availability of resources from local markets etc.)
	

	Logistics situation/constraints? Difficult access, lack of infrastructure? 
	

	Finances - What is the funding situation and availability of funds for cost sharing and/or taking over the management of the service package after a given time frame?
	

	Is there a need to trigger an assessment to clarify needs and specify technical requirements etc?
	

	Other remarks
	

	 
	
	

	Administration - Office and accommodation
	 
	 

	Description of current status of office / staff accommodation (tents/containers/locally available building?) incl. other infrastructure (electricity, water etc.)?
	

	No. of staff members to be accommodated
	

	No. of work spaces required for office
	

	Other requirements (furniture, kitchen, sanitation, ICT, meeting rooms, water provision, electricity etc.)
	

	Site assessment already conducted? (if yes, attach a copy) Is land use approved by the local authorities?
	

	Are there any specific environmental concerns that have to be taken into account? (land degradation, scarcity of water, waste management etc.)
	

	Are security measures put in place or planned for? (such as fencing, walls, radio room etc.)
	

	Other remarks
	

	 
	



