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Project Management: Small projects - support of local Ingush institutions and initiatives
CfSh contributions should have been regionally allocated according to the number of HF beneficiaries (proportional). As the poorest district (Malgobek) is not near to Chechnya and because of it’s economical situation not able to afford a big number of IDPs, but presented the most needed and urgent projects, the selection committee decided not to respect this principle. 

If possible 50% of the applications should come from non-governmental initiatives and respect the following criterias:

	Fields
	%
	Possible beneficiaries
	Examples for support 

	Social sector
	20 %
	Offices of humanitarian affairs  (trustees, special assistants), NGO’s
	Basic equipment, Furniture,

PC for data management

	Education
	40%
	Schools 

Kindergardens
	Basic equipment, Furniture, 

Teaching aids, Computers

Repairs: Windows, doors,

Playing equipment

	Health
	40 %
	Health centres
	Small medical equipment


1. Reception of Project Applications

	Public announcement
	(    Policy concerning small projects (10 % of support towards host families, not automatically granted) through Ingush TV and newspapers  

	Info-sheet for potential beneficiaries
	· Possible fields of support, cost-frame, maximal amount - Excluded are: no imports, no long term building activities, no running costs, no direct implementation by CfSh

· If required using CfSh Serbia documentation on Small Projects 

· Format for application

General and short information about applicant, Municipality

Description of institution, organization

Description of needed support, justification of request, own contribution, target group and beneficiaries

Cost estimate, if possible including 3 pro forma invoices / quotations

· Contact person, address


	Filing of small projects
	· Registration of application 

· Small project filing system: accepted and rejected requests 

· Weekly reports: Standard format analogue Serbia




2. Selection

	Pre-evaluation
	· Based on visit on the site, CfSh team pre-evaluate each project application according to CfSh criteria on a standard form

· For each project application 4 digital photographes shall document promoter of application (1), project (2), beneficiaries (1)



	Selection committee
	· CfSh forms a committee, consisting of 3 persons: CfSh, UNHCR, Vesta (1 technical expert related to fields). Small Projects assistant assists to give additional details



	Selection
	· Based on the following criteria: 

Visible and good impact

Implementation until mid November possible (e.g. no long term building activities)

Hardware (no finance for running costs)

Implementation by partners (no direct implementation by CfSh)

Locally available (no imports)

· Considering regional distribution and if possible proportional to number of host families/population

· Payment of the project has to be done by post or bank system



	Decision
	· Decision, based on pre-evaluation and selection criteria

· Reasons for acceptance or rejections have to be documented on the evaluation sheet

· Financial competencies: Up to an amount of US$ 10’000 by CfSh Team; bigger or special requests by SDC Headquarter

· 

	Information of applicants 
	· Negative answer: Information letter concerning CfSh decision with reason for refusal

· Positive answer: Orally, as all the applicants call the office or come personally to CfSh. As there is not much time left, no letters will be sent due to the time letters need (one week). The applicants are informed about the next steps and that during the next week CfSh will sign with them the agreement.


3. Agreement

	Agreement with beneficiaries
	· Standard format analogue Serbia – will be exchanged shortly after oral information, if possible at CfSh Nazran office, otherwise at beneficiaries place.  




4. Equipment orders

	Order of equipment
	CfSh will order the equipment in groups of similar objects (i.e. computer hardware, office furniture, etc.) and dealing with one delivery company. The offers will be checked by a specialist (quality, price). The order shall serve as a contract and therefore in
· include the main conditions.


5. Payment

	Financing and monitoring
	· Financing modalities to be clarified – if possible, no 100% pre-payment and no cash payments. Preferring of deliverers who accept bank payment order by fax as confirmation.

· Final payment usually with delivery of goods 

· Monitoring of implementation, regular visits as far as possible (local staff)

· Final internal accounting




6. Deliveries

	Deliveries
	· Providers or beneficiaries are responsible for delivery and storage of the equipment to/in Ingushetia


7. Hand over

	Official hand over 
	· Every institution receives its equipment itself on the premises of the deliverer, in presence of SDC staff members. 

· Signature of the hand-over protocol (standard letter) and one photo of this moment


8. Monitoring and reporting

	Reporting and final report
	· All the data are in the computer (finances, progress, standards), ready to be copied on CD-Rom

· Photo documentation (standard format) of all projects up to date – all necessary papers in the files

· Photo documentation filed and named, ready to elaborate a slide-presentation 
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