2.1 MISSION READINESS CHECKLIST FOR DEPLOYMENT
	Name

	

	Project
	

	Project No.
	

	Job Description
	

	Contract Duration
	

	Date of Departure
	


	PRE-DEPLOYMENT

	ACTION NEEDED
	Done (date & initial)
	Notes

	Open file for staff member / consultant  and enter details onto database
	
	

	Check tax status and advise of implications
	
	

	Copy of CV to be placed in file
	
	

	Contract and TORs to staff member / consultant by e-mail
	
	

	Contract signed and filed
	
	

	References taken up
	
	

	Check visa requirements
	
	

	Travel arranged (open return)
	
	

	Arrange excess baggage allowance (voucher)
	
	

	Yellow Fever certificate and vaccinations confirmed up to date
	
	

	Medical Declaration confirmed as current
	
	

	Cash advance (USD 5,000) requested
	
	

	Request generic IFRC e-mail address 
	
	


	MOBILIZATION BRIEFING

	ACTION NEEDED
	Done (date & initial)
	Notes

	From Staff Member / Consultant

	Copy of Passport and Visas
	
	

	Copy of International Certificate of Vaccinations
	
	

	Copy of Driving Licence
	
	

	Expression of Wish (Will)
	
	

	Medical Certificate
	
	

	Next of Kin Details
	
	

	To Staff Member / Consultant

	Standard Operating Procedures
	
	

	Air ticket delivered to staff member / consultant
	
	

	Code of Practice
	
	

	Employment conditions (salary, R&R, leave, per diems)
	
	

	Bank Details
	
	

	Office-in-a-box 
	
	

	Mobile phone - Quadri-band; SIM activated; unlimited credit (record serial number)
	
	

	Laptop & peripherals (record serial number)
	
	

	GPS (record serial number)
	
	

	Thuraya – activated; unlimited credit (record serial number)
	
	

	R-BGan (record serial number)
	
	

	Cash advance to Team Leader (USD 5,000)
	
	

	Briefing on how to account for petty cash advance using IFRC template
	
	

	Contact List 
	
	

	Medical evacuation procedures
	
	

	ICRC ‘Staying Alive’ booklet
	
	

	IFRC ID Card
	
	

	IFRC business card blanks (x 50)
	
	

	Obtain contact details of staff member and adds to emergency contact list
	
	

	General

	IFRC e-mail address confirmed
	
	

	Crisis-specific website established
	
	

	IFRC Cash-book and receipt vouchers
	
	

	Contract + TORs + Code of Conduct signed in 3 originals (one copy for staff member / consultant)
	
	

	Confirm the following with National Society concerned:

· aware of arrival date

· Delegate aware of TORs, need for independence, and delegated powers of Cluster Coordination Team

· arranged transport, including airport pick-up

· arranged accommodation

· arranged administration briefing

· arranged orientation briefing

· arranged meeting with Delegate

· arranged meeting with UN Humanitarian Coordinator and OCHA


	
	

	Confirm staff member/consultant knows who is picking up, where, when; mobile telephone number of driver; hotel booking reference number; telephone number of hotel; mobile telephone number of IFRC administrator in-country; address and contact details of Country Office
	
	

	Performance Appraisal (provide copy of format)
	
	

	Confirm personal items conform to list provided
	
	

	Orientation Briefing



	Situation

· UN / IFRC SitReps

· Reliefweb reports

· Press reports (Reuters)
	

	Country Profile

· Socio-economic (Economist Intelligence Unit)

· World Development Report

· WHO World Health Report
	

	Maps

· Country road-map

· Affected area topography

· Affected area geographic boundaries (4 x b/w A0 hard copies)
	

	Cluster Roles & Responsibilities

· Purpose of Mission

· Reporting Line & Frequency

· TORs of Cluster, Coordination Team, and Cluster Partners

· Other SOPs
	

	Miscellaneous

· Previous sector or Cluster reports from country / region
	


	Date & Signature of staff member / consultant to confirm that above has been discussed

	

	Date & Signature of HR staff to confirm that above has been discussed
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