6c Annex 3

Checklist for Setting up Emergency Programmes in Focus
	 TO Do
	When
	How

	1. Prepare a brief summary of requirements and planned results to respond to the emergency 
	· As soon as requirements to respond to the sudden situation have been expressed by the operation
	· Complete the revised “Sample Request Format”
· Complete and attach to the Template the new Annex 2 assisting in the calculation of the initial OPS, ABOD budgets and staffing requirements


	2. Create a new PPG
	· If the emergency involves a new population group 
	· Complete the “Chartfield creation request form”
 and submit it to DFAM/PBS, PASS/Focus and Bureau
· In Focus, once the creation of the chartfield has been confirmed, drag and drop the newly created PPG from the palette into the operations plan in Design mode


	3. Add an “Emergency Response (PB)” goal
	· It is recommended to use the “Emergency Response” goal for all new situations in order to better track progress and expenditures
	· Add to the plan an Emergency goal by dragging and dropping it from the palette.
· Inform DFAM/PBS by email, cc PASS/Focus, to ensure the immediate creation of a pillar/situation code for the new goal.


	4. Create office(s)
	· When a new office needs to be established 
	· Send an email to the Bureau cc DFAM/PBS and PASS/Focus
· If this implies the creation of a new “cost centre”, then complete the “Chartfield creation request form” and submit it to the Bureau who upon approval should forward it to DFAM/PBS


	5. Create site(s)
	· When there are new sites (camps) and when it is desirable for operations to plan, budget, and monitor programme at the site level

	· Complete the “Chartfield creation request form” and submit it to DFAM/PBS cc PASS/Focus and Bureau

	6. Build the results chain and enter operational budgets
	· After a PPG is created (if needed) and the Emergency goal has been added
	· Build the results chain by adding essential right groups, objectives and outputs. To save time, unspecified or generic outputs can be used or those suggested in Appendix 1, if applicable. 
· Record lumpsum budget values under each Output


	7. Enter budgets on ABOD (including TA for staffing)
	
	· Enter ABOD budgets based on the information entered in the template (Appendix 1B)
· Apportion ABOD to the newly created goal(s)



	8. Export budgets from Focus into MSRP
	
	· After having entered budgets, use “export” function in Focus to export to MSRP for budget target validation and updating of spending authority




DPSM/Focus and DFAM/PASS

� Appendix 7 of IOM/063-FOM/063/2010 to be used for creation of Implementer, Cost Centre, PPG, Situation and Site
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