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Appendix 1
SAMPLE REQUEST FORMAT   
	To/A:
	The Authorizing Officer or the Chairperson of the Budget Committee as per the delegated authority

	
	

	Through/Par: 

From/De:
	The AHC (O) or (P) as appropriate
Director

	
	

	File Code/Dossier:
	XXXX

	
	

	Subject/Objet:
	[Operation/ABC name] 
Request for
-   Transfer of USD xxxx from the OR /NAM,

-   Establishment of a Supplementary Budget of USD XXXX or 
-   Increase of the Operating Level by USD xxxx within the Comprehensive Budget 

	, , 
	

	
	Date: 


Submissions should include, as applicable, the following information:

Introduction 
· State Operation/ABC name and purpose of request; 
· Specify requested budget and proposed operating level; 
· State duration of proposed activities.
Rationale/Planned Impact  
· State rationale and circumstances warranting the request;
· Refer to a decision taken by Senior Management in the case of engagement with new situations;
· Provide a high level description of activities to be implemented with the requested resources making specific reference to;
· Concerned Population Planning Group(s),  number (s) of beneficiaries;
· Intended impact/results (details to be provided in Appendix 1A for requests for non-emergencies or Appendix 1AA for requests for emergencies);  
Confirmation Whether Requested Activities are within the Approved Comprehensive Budget (this information is not required for requests for emergencies)
Please state:
· Whether the request is for activities planned in the approved comprehensive budget, or if it is for a new, unforeseen activity (specify if changed situation/donor-earmarked contribution for activity not included in the approved comprehensive budget);
· Whether a re-prioritization exercise has taken place within the approved comprehensive budget to absorb the requested activities.
Overall Financial Situation 
· Provide an overview of the financial situation for the concerned operation, e.g. the current operating level, expenditures and income (actual and projected) with funding specifications (including CD report).
Financial Summary of Request
Please find below a summary breakdown of the requested requirements.
	Ops/ABOD/Staff
	ABC/Operation/Country
	Cost Centre
	Pillar/Situation Code
	PPG
	PPG Description
	Budget (USD)

	Operating Level(USD)



	Ops
	Pakistan
	33061
	1900
	1PAKA
	Afghan PoR card holders
	800,000
	500,000

	ABOD
	Pakistan
	
	
	
	
	40,000
	40,000

	Staff
	Pakistan
	
	
	
	
	100,000
	100,000

	Total
	
	
	
	
	
	940,000
	640,000


· Please complete:
· Appendix 1A (for non-emergencies) or 1AA (for emergencies)  for Ops 
· Appendix 1 B for ABOD (both for emergencies and non-emergencies) for ABOD
· For position changes, please include the documents described in paragraphs 6 and 7 in Part 7 of the RAF.
Appendix 1A
DESCRIPTION OF PLANNED RESULTS
FOR NON-EMERGENCIES

(with example)
Operation: XXX
PPG / Goal / Pillar

	Refugees from….
	Protection pending solutions
	1


--------------------------------------------------------
	OBJECTIVE:
	Supply of potable water increased or maintained


	Prioritized Budget  (USD)
	1,000,000
	Requested Amount/Budget (USD)
	500,000
	Revised 

Budget (USD)
	1,500,000


	
	Name
	New or additional activities (and related targets)

	Output 
	As per UNHCR’s Result Framework
	Explain in quantifiable terms (referring to performance targets) what new or additional activities will be undertaken and the overall expected impact of the interventions

	Output 1
	Water system developed/constructed
	5 new wells will be constructed in order to increase the access to potable water for refugees from 9 to 14 litres/pers/day.

	Output 2
	
	


-----------------------------

	OBJECTIVE:
	 Shelter and infrastructure improved


	Prioritized Budget (USD)
	3,000,000
	Requested Amount/Budget (USD)
	200,000
	Revised 

Budget (USD)
	3,200,000


	
	Name
	New or additional activities (and related targets)

	Output 1
	Emergency shelter provided
	3000 additional families (18,000 individuals) will receive a tent in order to reach a 100 % coverage. This will also improve overall morbidity rate.

	Output 2
	Electricity/lighting provided
	Purchase of 6 new generators to complete the camp lighting especially around latrines to enhance safety and prevent SGBV.


-----------------------------

	OBJECTIVE:
	 Refoulement stopped or reduced


	Prioritized  Budget (USD)
	200,000
	Requested Amount/Budget (USD)
	100,000
	Revised 

Budget (USD)
	300,000


	
	Name
	New or additional activities (and related targets)

	Output 1
	Targeted training of border guards, NGOs, lawyers and other relevant actors conducted.
	1 seminar organized in each of the 4 border regions for approx 80 police and customs staff  in order to improve their knowledge on the legal standards for dealing with asylum-seekers and refugees

	Output 2
	
	











    Appendix 1AA

DESCRIPTION OF PLANNED RESULTS
FOR EMERGENCIES

(with example)
Operation: XXX

PPG / Emergency Response (PB) / Pillar
	RIGHTS GROUP:
	Favourable Protection Environment

	Description of Planned Major / Key Activities:

Explain in quantifiable terms what activities will be undertaken with the requested amount and the overall expected impact of the interventions at the rights group level


	OBJECTIVE
	REQUESTED  BUDGET 

	· Access to territory improved for persons seeking protection
	100,000

	· Refoulement stopped or reduced
	75,000

	TOTAL RIGHTS GROUP
	175,000


	RIGHTS GROUP:
	

	Description of Planned Major / Key Activities:

Explain in quantifiable terms what activities will be undertaken with the requested amount and the overall expected impact of the interventions at the rights group level


	OBJECTIVE
	REQUESTED BUDGET 

	· 
	

	· 
	

	TOTAL RIGHTS GROUP
	


	RIGHTS GROUP:
	

	Description of Planned Major / Key Activities:

Explain in quantifiable terms what activities will be undertaken with the requested amount and the overall expected impact of the interventions at the rights group level


	OBJECTIVE
	REQUESTED BUDGET 

	· 
	

	· 
	

	TOTAL RIGHTS GROUP
	


�This form is used for requests for transfer from the OR (non-emergency) or for increase of the operating level within the comprehensive budget. 


� This form is used for requests for transfer from the OR (emergency) or establishment of a supplementary budget for emergencies.   Please refer to Annex 2 A which provides a list of Most Commonly Used Rights Groups/Objectives for Emergencies (Refugees and IDPs).
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